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Introduction

Event Registration is an online registration system that enables an administrator to populate the
Events Calendar with upcoming events as well as create an associated online application for
each event to handle registration and/or item purchases, when applicable.

Included in this manual are instructions to do the following:
e Create new events using event templates
e Manage event pages, sections, and components
e Edit Event Configurations

Important Note:

The use of the delete function for any section or component should be used with
extreme caution. Some but not all deletions can be re-instated by the Harris
technology team for a fee. Instead, consider using the options within Visibility
Settings to control visibility and availability of a section or component.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 5
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How to create a new event:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear. See

Figure 1.

4. Enter the event name and short

description.

Create & Manage Events

View & Manage Registrations

Create a new event:

Select a default template:
@ Basic

O Event with guests

nt, no guests

© Event announcement
O Multi-page besicevent, no guests

O Multi-page guest event

Create this event

Enter s short description for this event:

Figure 1

IMPORTANT!

The Event Form Name must be unique. An 3.
error message will display if the name is
duplicated. 6.

The Event Form Name and Description are for
the administrator’s use only. They will not
display on the front-end of the form. They both
will display Event Reports.

Figure 1.

Select a required default template — see
grid below for template definitions.
Click the Create this event button. See

The newly created form will appear at the top of the list of forms, and a Form successfully
created, now appears in form list below message will appear at the top of the page.

Default Event Templates
Administrators can quickly create a new event using pre-defined event templates.

Template Name
Basic event, no guests

Event with guests

Event announcement

Multi-page basic event, no
guests

Multi-page guest event

Description
1-page event that includes: event details,
attendance list, wait list, personal info, billing &
home address, payment info, & confirmation
2-page event which includes event details,
attendance list, wait list, personal info, billing &
home address, event guests, and payment info all
on page 1; with matching guests & confirmation on
page 2.
1-page event which includes event details. No
submit button included.

2-page event which includes event details,
attendance list, and wait list on page 1; with
personal info, billing & home address, payment info,
& confirmation on page 2.

3-page event which includes event details,
attendance list, and wait list on page 1; with
personal info, billing & home address, event guests,
payment info on page 2; and Matching guests &
confirmation on page 3.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

Sample Events
Wine Cheese, game
viewing party, or
Happy Hour
Alumni BBQ, Golf
Tournament, or
Reception

Announce Chapter,
Class, Club, or Affinity
Event

Conference, Seminar,
or Career Networking
event

Alumni weekend,

Reunion, or
Homecoming

PAGE 6
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IMPORTANT!

The appropriate event template must be selected when creating the event. Template types
cannot be updated later.

Manage Events

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.
See Figure 2.

Figure 2

Graphical Icons
Indicates the event is active and displaying on
the public event calendar.
Indicates the event is inactive, and if activated it
will display on the public event calendar.
Indicates the event is active and not displaying
on the public event calendar.
Indicates the event is inactive, and if activated it
will not display on the public event calendar.

:ﬁ Event
Z‘:’,j Event

E Non-calendar event

;%1 Mon-calendar event

Preview Event

Preview allows administrators to view how the event will display to end users. The submit button
is disabled in Preview Event view. The event must be activated in order to fully test the events
functionality.

Suggestion: If you do not wish your event to be visible on the public Event Calendar during
testing, flag the event as a non-calendar event. See Edit Event Configuration > Special Features
and Functions > Non-calendar event from more details.

How to preview an event:

1. Log into the Administration Center.
2. Mouse over Forms Management in the S —— 1
top navigation. The Forms Management

sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events
section.

5. Click the Preview link next to the

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

id=405

ings forthis form have not yet been configured. View details

Figure 3
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appropriate event. The Preview Event
page will display. See Figure 3.
6. Click the appropriate page button to
preview.

Required Settings

The Important message at the bottom of the page alerts administrators of specific required
settings that need to be configured prior to marketing the event. Click the View details link to
view the required settings. See Figure 4.

Edit Form Pages | Edit Form Configuration | Preview Form |

Select the page you would like to preview:

Page 1
Thank you page
Confirmation Email

Form URL:
https:licayman.alumniconnections.com/olc/pub/EX02/onlinegiving/showGivingForm.jisp?form _id=405

Required settings

Hide

Please configure the following sefings to ensure that this form will be processed properly.

» "From" email address: Enter the sender email address for the confirmation email or select "Disable Confirmation Email” so as not to send emails
« Payment processing method: Select the processor type for handling payments.
« Form Status: Form cannot be displayed unless form is active. To activate this form, go to the Form Activation page, and select "Activate Form”™

Figure 4

Note: The Required Settings links in each bulleted item navigates directly to the appropriate
Event Registration page to set that missing configuration.

Preview This Page

Preview This Page allows administrators to quickly view the current event page as it would
appear to end users or to the administrator.

How to preview this page

1. Log into the Administration Center.

2. Mouse over Forms Management in the [_rot vare Comterion | ot vt |
top navigation. The Forms Management B T T e T
sub-menu will display. B E
3. Mouse over Events and select [ Vi eV rwie | [ P pape uskrer o] | (9 P page (i vew ] [Crmale e puje
Create/Manage Events. The Event Peas Seciara:
Registration application will appear. || - — .,m”m .................................................
4. Scroll down to the Manage Events =
section. [ o o
5. Click the Edit link next to the appropriate st e o
event. e O
6. Go to the appropriate page you wish to . o @ -
preview. _
7. Click the Preview page (Customer view) g : . —

button at the top of the page to view page

as customer will see it. Any Admin-only Figure 5

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 8
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fields will not display. See Figure 5.
8. Click the Preview page (Admin view)
button at the top of the page to view page
as admin will see it, including all Admin-
only fields. See Figure 5.

Rename Event

Rename allows administrators to update the event name and/or description. As with creating a
new form, the event name must be unique.

How to rename an event:

1. Log into the Administration Center.

2. Mouse over Forms Management in the X X
top navigation. The Forms Management Event Registration

SUb_menu WI” dlsplay Create & Manage Forms > Rename "Holiday Tree Trimming Party"
3. Mouse over Events and select
Create/Manage Events. The Event Rename "Holiday Tree Trimming Party"
Registration application will appear. Rename this foomn:
4. Scroll down to the Manage Events section. Enter a new name for this form:
5. Click the Rename link next to the Holday Tree Tamming Pty
appropriate form. The Rename this form e i T S T
page W|" dISplay See Figure 6 T?f:.—ﬁ;;?;!:n:mg Party - Testing Monetary Amount
6. When finished making the appropriate
edits, click the Rename this form button.
The Create & Manage Events page will
display with the updated form name and/or .
description. Figure 6
Copy Event

Administrators can duplicate popular events using the copy feature.

How to copy an event:
1. Log into the Administration Center.
2. Mouse over Forms Management in the Copy "Natasha Sample Form™
top navigation. The Forms Management R
Enter & name for the new form:

sub-menu will display. |
3. Mouse over Events and select

Enter & shott description for this new form:

Create/Manage Events. The Event Samgle Farm shert descripton H
Registration application will appear.
4. Scroll down to the Manage Events section. 4
5. Click the Copy link next to the appropriate _ Copyihisfom |

form. The Copy this form page will
display. See Figure 7.

6. Enter the event name, and update the
description, if necessary.

7. Click the Copy this form button.
The duplicate event will display in the Create & Manage Events section at the top of the list.
A “Form successfully copied, new form appears in form list below. Note exact form
attributes copied, so please edit to alter configuration” message will display at the top

Figure 7

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 9
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of the page.

Delete Event

Delete will remove the event from displaying under Manage Events on the Create and Manage
Events page.

How to delete an event:

1.
2.

Log into the Administration Center.

Mouse over Forms Management in the Delete "Copy of Natasha Sample Form"

top navigation. The Forms Management Delete thisfom:
sub-menu W||| d|sp|ay Are you sure you want to permanently delete "Copy of Natasha Sample Form"?
Mouse over Events and select Delste thisform | Cancel |

Create/Manage Events. The Event
Registration application will appear.
Scroll down to the Manage Events
section.

Click the Delete link next to the
appropriate form. The Delete this form
page will display. See Figure 8.

Click the Delete this form button, or click Cancel to abort. The Create & Manage Events
page will display without the deleted form. A “Requested form deleted” message will display
at the top of the page.

Figure 8

Edit Event

Edit allows administrators to edit all aspects of an event such as number of pages, section
names, components, and much more.

How to edit an event:

1.

2.

Log into the Administration [[zotmm connguation | pewawweeen |
Center' [ Paczz | THAMEYOUPAGE | COMFRMATIONEMAL |
Mouse over Forms —
Management in the top FITEIT RN R
navigation. The Forms

Management Sub_menu W|” Faun::ﬁm ........ e e
display. CT T

Mouse over Events and B

select Create/Manage
Events. The Event et
Registration application will
appear. e
Scroll down to the Manage
Events section. LN I i
Click the Edit link next to the
appropriate form. The Edit Figure 9
Event Pages will display.

See Figure 9.

Hore s ¥ Preiey e Lo s CrEal 1 i BUGE

o0 e 0 o0
Q0 & 0 oo
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Visual Edit mode allows administrators to edit form layout and components visually. To modify a
component, double-click on it, make your changes, and click "Save changes". To move a
component, click on the label, then drag and drop to desired location.

How to edit event content using Visual Edit:

1.
2.

Log into the Administration Center.
Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.
Scroll down to the Manage Events
section.

Click the Edit link next to the appropriate
form. The Edit Event Pages page will
display.

Click the Visual edit mode button. See
Figure 10. The form will display in a new
window in Visual Edit Mode. See Figure
11.

Double-click on the text you wish to
modify. The edit text input box will appear
directly beneath the selected text.

[# Visual Edit Mode | Howto edit

Add a compenent:

L wicget

Custom HTML Evert ftem

Events

Wine & Cheese Event

Join us for a fine sefection of wines and cheese from around the world.

Please complete the following information. Required fields are marked with an asterisk (%)

Event Details

Eventtitle: Wine & Cheese Event

Event date: September 10, 2008 7.00 Py
Event end date: Septernber 10, 2008 10:00 PM
Location: Gangi Gallery 1500 Old Mill Road, White Plains, MY 10577

Description:

Maxwell Kensington, world renowned Wine Consultant,
will provide a roadmap for matching various cheese types
with the wines that best suit them. He will introduce
cheese hasics, including milk types, textures and flavars
as well as how to shop for, care for, and serve fine
cheeses. Then hell guide you through choosing wines that
cornplement each cheese type. You'll be invited to sample. g
some of the cheese and wine pairings and discover
marriages that suit your own personal taste

Tickets *

Figure 11

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.
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| bt Evare Conligurstian | Prvdww Evmnt I
| PacEl | THAMKYOURAGE | CONFREATIONEMAR |

okt Fage 1

[ W mil e L L T O oy QAR (200N & 8 B § A JEE
Paxgin Siac L3

L] 1A WG
e T T
[ Freciges
Figure 10

8. Enter the appropriate modifications.

9. Click Save changes, click Cancel to abort, or
click Remove. Processing... will display while
the modifications are being saved, and the
page will refresh with the new content. See
Figure 12.

Event Details

Event title: Eventlitle goes here

\Wine & Cheese Event =l

Save changes | | Cancel

Processing...

Figure 12
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WYSIWYG Editor

Visual edit mode allows administrators to modify Display Custom HTML components using a
What You See Is What You Get (WYSIWYG) HTML editor.

How to modify HTML content using WYSIWYG Editor in Visual Edit:
1. Log into the Administration Center.

2. Mouse over Forms Management in the ;"-’;K o Wi G
. . ton, tant,
top navigation. The Forms Management T e e
. . with the wines that best suit them_ He will introduce
Sub‘menu W|” d|Sp|ay cheese basics, including milk types, textures and flavors
as well as how to shop for, care for, and serve fine
3. MOUSG over Events and SeIeCt cheeses. Then he'll guide you through chloosing wines
Create/Manage Events. The Event ol sorme af s chasse and wine paiings and -
Reg'stratlon app|lcat|0n Wl” appear discover marriages that suit your own personal taste.
4. Scroll down to the Manage Events I sowen (5 E L (A8
. (@t E - BF & RERE o E @
section. [ \ : A
5. Click the Edit link next to the appropriate @D =9 %=
form. The Edit Event Pages page will : Suk | Fornat | Fon i
d|Sp|ay .Rﬂéax_l;we‘l\?ensm ton, world renowned Wine =
6. Click the Visual edit mode button. The Consutan,wilprovie  roadmap o matching
. . . . . various cheese types with the wines that best
form will display in Visual Edit Mode. sut them. o wil nroduce cheess basics,
. . . including milk types, textures and flavors as wel
7. Double-click on the text you wish to modify. a5 how to 5op for. care for, and serve fne
. . . . cheeses. Then he'll guide you through choosing h —
The ed't teXt f|e|d W|” appear dlrectly wines that complement each cheese type. You'll |
beneath the Selected text be invited to sample some of the cheese and L
8. Enter the appropriate modifications. ECVORIRIES || e || o
9. Click Save changes, click Cancel to abort, processing..
or click Remove. Processing... will Figure 13

display while the modifications are being
saved, and the page will refresh with the
new content. See Figure 13.

Note: Some HTML tags are supported for text Confirmation
D|Sp|ay F|e|ds1 however’ the page W|” need be ‘gsgﬁ;f:%ttt:;ugrzgYost:‘rh?'\l?tn';ir;#fe:ure server. Please check your information carefully for
Refreshed to see the HTML changes. See

. You are_aboutta submit your gift over our sacyre serl\.(er. Please c_hg;kyour d
Flgure 14- Bold tags were added around information carefully for accuracy, and then click <b="Submit my gift "</t= -
“Submlt my glft” Save changes Cancel Renaove

Figure 14

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 12
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Re-order Section
Re-order allows administrators to rearrange the order in which the sections display on the event
page.

How to re-order sections:

1.
2.

6.

Log into the Administration Center.

www.harrisconnect.com

Mouse over Forms Management in the top navigation. The Forms Management sub-menu

will display.

Mouse over Events and select Create/Manage Events. The Event Registration application

will appear.
Scroll down to the Manage Events section.

Click the Edit link next to the appropriate form. The Edit Event Pages will display. To
change the section display order, modify the number in the Re-Order column to the left of the

appropriate form sections.

Click the Re-Order button. The Edit Page will refresh with the sections in the new order.

Add Section
Administrators may add additional sections to any event.

How to add a section:

1.
2.

Log into the Admin Tool.

Click the Event Registration link in the left
navigation located under Community
Services.

Scroll down to the Manage Events section.
Click the Edit link next to the appropriate
form. The Edit Event Pages will display.
Scroll down to the Add a new section to
this page. See Figure 15.

Enter the new section name.

Determine where the new section should
display: First, Last, or After Section (enter
an existing section number).

Click the Add section button. The Edit
Page will refresh with the new section
displayed. See Figure 16.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

Add a new section to this page:

Erter & new: section name: |

Place this section:

Add section I

Crirst Clast O After Section [

Figure 15

Page Sections:

Introduction

JavaSoript Functions

Registered Member Prompt

Event Details

View Attendance List

Add To Waiting List

Personal Information

Billing Address

Home Address

Payment Information

Confirmation

Edit| Hide

Edit| Rename | Delete | Hide

Edit| Rename | Delete | Hide
Edit| Rename | Delete | Hide
Edit| Rename | Delets | Hide
Edit| Rename| Delete | Hide

Edit| Rename | Delete | Hide

Edit| Rename | Delete | Hide

Edit| Rename | Delete | Hide

New Section

@ || [~ @ o] | e ] =

Edit| Rename | Delets | Hide

Submit Button

000000000000

Edit| Hide

Figure 16
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Add Section Header Name

Section headers are used to indicate to end users where a new section begins.

How to add a section header name:

1.
2.

10.

11.

12.

Log into the Administration Center.
Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.
Scroll down to the Manage Events
section.

Click the Edit link next to the appropriate
form. The Edit Event Pages page will
display.

Click the Edit link next to the section you
wish to add the section header to.

Scroll down to the Add new component
area and select the “A Custom
Component” radio button.

Choose Display Field as the Custom
Component. See Figure 18.

Enter label for display. For example:
Survey Header

Enter the identifier (the back-end name
stored in database). For example:
EX02_survey_header.

Select the appropriate “Place this
component” radio button to set the
component placement. Headers should
be the first component within a section.
Click the Add component button. The

newly added section header will display in

the list of components.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.
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Add a new component fo "Survey":

Choose the type of component you are adding

i ® A Custom Component (Select below)

! © A Fixed Component — Unused (Select below) f i
: i [ Text Input (Single Line) H ;

adi i
: ly Field i
! | Display Field (Custom HTML) 2

| Enter label for display:
| i |Survey Header

|| Enter dentifier
| ! EX02_|survey_header

Place this component: @ First O Last O After Component

Add component

Figure 17

13. Enter the Section Header Name as the
Display Text. See Figure 18.

14. Check the Section Header Indicator
checkbox.

15. Click the Save Changes button, or Cancel
to abort.

Propertes  Return to it list

Properties:

Mentifier: EX02_survey_header

Type: Display (Text)

Display Text

Survey Section|

]
Move to anath Select
uuuuuu
Save Chang
Figure 18
PAGE 14
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Edit Section Header Name
Administrators have the ability to modify section header names.

How to edit a section header name:

1.
2.

Log into the Administration Center.
Mouse over Forms Management in
the top navigation. The Forms
Management sub-menu will display.
Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.
Scroll down to the Manage Events
section.

Click the Edit link next to the
appropriate form. The Edit Event
page will display.

Click the Edit link next to the section
you wish to rename. The Edit
Section <section_name> page will
display. See Figure 19.

Click the Edit link next to the section
header component. The Edit
Component <component_name>
page will display. See Figure 20.
Update Display Text.

Click the Save Changes button, or
click Cancel to abort.

Note: This will change the header as it
appears to the end user.

Rename Section

Rename allows administrators to rename a section for backend view only.
How to rename a section:

1.
2.

Log into the Administration Center.
Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

Scroll down to the Manage Events section.

Click the Edit link next to the appropriate

form. The Edit Event Pages will display.
Click the Rename link next to the section

you wish to rename. The Rename
<section_name> page will display. See
Figure 21.

Enter the new section name.

Click the Rename this section button.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.
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O O O

eQoooQoQOQ

sov Chages | e |

Figure 20

| Edit Form Configuration | Preview Form |

THANK YOU PAGE COHFIRMATION EMAIL |

Edit Page 1 > Rename Section "Confirmation™

Figure 21
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Move Section

Administrators can move sections to other pages using the Move this section to new page
feature.

How to move a section to another page:

1.

2.

8.

9.

Log into the Administration
Center.

Mouse over Forms Management
in the top navigation. The Forms
Management sub-menu will
display.

Mouse over Events and select
Create/Manage Events. The
Event Registration application will
appear.

Scroll down to the Manage
Events section.

Click the Edit link next to the
appropriate form. The Edit Event
Pages will display.

Click the Edit link next to the
section you wish to move.

Click the Move this section to
new page button at the top of the
page. See Figure 22.

Select the page from the
dropdown. See Figure 23.

Click the Move this section
button, or Cancel to abort.

Delete Section
Delete allows administrators to delete unwanted sections. Administrators are strongly

encouraged to hide sections instead of deleting them so they can easily recover the section if
necessary.

How to delete a section:

www.harrisconnect.com

I Edi Eeani Configurstion | Prormerw Event ]
| Pacez | ek vourace | CONFIEMATION EMARL |
Ede Page 1 r Edil SecSon “teoni Dotails™
A Vagnliet e || ) Preview page (Capomer o Q) TEosw page L s
Wil Dalails " Componenis:
FME HI'Y PROFTATH B
B B £ £a HEa o a3
| e Csder
K o o =
e e o +
[ eatevent contiouration | previewevent |
PAGEZ | THANKNOUPAGE | CONFRWATIONEWAIL |
EditPage 1 > Edit section "Home Address™ > Move section to new page
Proview this pags | | Create anew page
Move section "Home Address™ 10 a new page
Please selectthe page to which you wauld like to move this seclion, then diick on "Move this section
Note: This section will be placed as the fast section onthe page you choose. Ifnecessary, you may then selectthe page tab and re-orderthe
sections onthe page.
Page 2 Iv| ——
Figure 23

1.
2.

Log into the Administration Center.
Mouse over Forms Management in the
top navigation. The Forms Management

sub-menu will display.
Mouse over Events and select

Create/Manage Events. The Event
Registration application will appear.

Scroll down to the Manage Events section.
Click the Edit link next to the appropriate

| Edit Form Configuration |

Preview Ferm |

THAHNK YOU PAGE

CONFIRMATION EMAIL ‘

Edit Page 1 > Delete Section "Confirmation™

Delete this section:

Delete this section I Cancel

Are you sure you wantto permanently delete "Confirmation"?

form. The Edit Event Pages will display.

Click the Delete link next to the section you

wish to delete. The Delete Section

<section_name> page will display. See

Figure 24.

Click the Delete this section button, or

click Cancel to abort.

Figure 24

IMPORTANT!

Do not delete sections with required

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

components used for online processing.
See Online Processing Required Fields for
more details.
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Manage Visibility of Section or Component

Visibility allows administrators to control the visibility of sections and components. Sections and
components have two possible states of visibility -- "hidden" or "visible". For additional information
click the '™ (INFO) button at the top of the Visibility column.
IMPORTANT!
Do not hide a section or component that is required for online processing such as First
Name, Last Name, or Billing Address.
See Required Fields for more information.

How to manage the visibility of a section or component:
1. Log into the Administration Center.

2. Mouse over Forms Management in the Visibility Icons
top navigation. The Forms Management 0 Visible Section
sub-menu will display.

3. Mouse over Events and select X Hidden Section
Create/Manage Events. The Event
Registration application will appear. BE W

4. Scroll down to the Manage Events |(Fadme |
section. . e o

5. Click the Edit link next to the appropriate i e o
form. The Edit Event Pages will display. = o O

6. To show/hide a section, click the icon in
the Visibility column to toggle between i Qo @ x .
Visible and Hidden. See Figure 25. _ :
Depending on the action, a confirmation 2] [Pt @ | @ oo i
message will appear; either “Update o o
successful. The selected section will be i) (S = -
hidden on the form” or “Update successful. =
The selected section will be visible on the . @ @
form.” : wow | @ @ o | B | Sab

7. To show/hide a component, click the Edit Figure 25

link next to the appropriate section to
display components. The Visibility lcons
will function in the same manner as step 6
above.

Manage Availability of Section or Component

Availability allows administrators to control whether a section or component will be available to
the customer. Sections and components have two possible states of availability -- "Admin-only" or
"Everyone". “Admin-only” means that the component or section will be available to administrators
— never for customers. Admin-only fields can be populated by the administrator when submitting
or modifying a registration and are available to report in custom reporting. “Everyone” means that
the component or section will be available to everyone who has access to view the form. For
additional information click the ' (INFO) button at the top of the Availability column.

How to manage the availability of a section or component:

1. Log into the Administration Center.
2. Mouse over Forms Management in the Availability Icons
top navigation. The Forms Management 0 Admin-Only

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 17
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sub-menu will display. r ] Everyone
3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear. [T

1
£

Tt

4. Scroll down to the Manage Events section. a o

5. Click the Edit link next to the appropriate o o
form. The Edit Event Pages will display. o O

6. To manage the availability of a section,
click the icon in the Availability column to e @ 1
toggle between Admin-only and Everyone.
See Figure 25. Depending on the action, a “ e @
confirmation message will appear; either o o
“Update successful. The selected section e O
will only be available for administrators.” or '
“Update successful. The selected : e @ @
component will be available for everyone o O
who can view this form.” Figure 26

7. To manage the availability of a
component, click the Edit link next to the
appropriate section to display components.
The Availability icons will function in the
same manner as step 6 above.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 18
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Manage Components

Components Types

There are several component types that you can use in your event form. Below is a list of
component types and examples of each type.

Component Types

Graphical Symbol Description & Example

Text Input (Single Line): basic single line of input
First Hame:

MULTT Text Input (Multi Line): a textbox/text area input area

IHF U T [ Comments:

CHECKEDX Checkbox: a single checkbox
Option 1
[+] option 2
[ ] option 3

@ RADIO LIST Radio Button List: a radio button list containing an option list you will be
creating
C option 1
) option 2
) option 3

Display Field: straight text to be displayed in the form
Thiz iz an example of a text dizplay field.

Display Field (Custom HTML): HTML to be displayed in the form
Thiz iz an example of a custom HTML component.
-

Dropdown Menu (Custom): a dropdown list containing a custom option list
lce Cream Flavors: _

Dropdown Menu (State/Provinces)

State: |‘u’irginia [V]

[counTRIES[Y] Dropdown Menu (Countries)

Country: |USA [V]

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 19
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Component Types cont’d
Graphical Symbol Description & Example
Dropdown Menu (Years)
Class year:| 1994 Rt
[cc[¥] Dropdown Menu (Credit Cards)
Credit Card Type: | Visa e
Dropdown Menu (Months)
Expiration Month: | October %
Dropdown Menu (Expiration Years)
Expiration Year: | —Select— %
Dropdown Menu (Recurring Billing Frequency)
The Frequency Dropdown Menu is specifically for Recurring Payment
option.
Payments frequency: Morthty (1 maorth) ||
Total Billable Amount
Total: £0.00
Start Date

January 11, 2010 11:09 AM

9, FIXED LINK Fixed Link: a link used for the Attendee List, Waitlist, and Add A Guest
features

View Attendance List
Fixed HTML: a component used for the Matching Guests feature

t FIXED )

Add another guest

[MM[¥oo[¥[rv[¥] Calendar Date*
January V 2 V 2010 V
[PRESET [W] Preset
The Preset component has been mapped to a preset profile data
dropdown, so its options list cannot be modified or deleted from the Event

Registration application. Modifications must be submitted to your Client
Relations Manager.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 20
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Administrators can easily re-order the sequence of components.

How to re-order components:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.
See Figure 27.

6. Change the display order numbers in the
Re-Order column to the left of the
appropriate form sections.

7. Click the Re-Order button. The Edit Page
will refresh with the sections in the new
order.

Add Components

] i
[(Raime |
x) o
— e o
..... - e o
- G. ré&l' ' i bt
T TH G a Eanamu | Daket
o @
A wew o S Baname | Dalal
R I e
::.:J: G a Eanamm | Dalai
Figure 27

Administrators can add custom form elements such as Radio Buttons, Checkboxes, and Text
fields known as custom components to capture registration information.

How to add a component:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit link next to the section. The
Edit Section <section_name> page will
display.

7. Scroll down to the Add new component
area and select the “A Custom
Component” radio button. See Figure 28.

8. Choose the appropriate type of custom
component to add — see the Custom
Component Types grid above for
definitions.

9. Enter label for display, text seen by front-
end users.

10. Enter the identifier, back-end name stored
in database. Must contain letters, numbers,
or underscores (_).

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

Add a new component to "Gift Information™:

Choose the type of comp

i | €A custom Component (seiect beiow) |
inc) g

Pl Fie
isplay Field [Custom HTHL) |

e labsel for display.

|| Enter identiier

{ENR
ent CFirst Last O After Component (|
Figure 28

Suggestion: Use intuitive names for
identifiers. For example: If the Label for display
is “Alumni Ticket’, the identifier should be
“ORG_alumni_ticket’.

Note: The Fixed Component feature is not
currently used.

Select the appropriate “Place this component”
radio button to set the component placement.
Click the Add component button. The newly
added component will display in the list of
components.
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Move Component

Move component allows an administrator to move a component to a different section, specifically
to the bottom of that section. This is a move function, not a copy function, therefore after this is
saved this component will no longer exist as part of the current section.

How to move a component to another section:

1. Log into the Administration Centt_ar. I R ——— Evert Detais v
2. Mouse over Forms Management in the ~Select —
top nawgathn. The Forms Management Ty —
sub-menu will display. Add To Watting List
3. Mouse over Events and select fling fiddress
Create/Manage Events. The Event Pavmert Infomation
Registration application will appear. Figure 29

4. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

5. Click the Edit link next to the section.
The Edit Section <section_name> page
will display.

6. Click the Edit link next to the component.
The component properties will display.

7. Select the section to move the
component to from the Move to another
section dropdown menu. See Figure 29.

8. Click Save Changes, or Cancel to abort.

Edit Component Properties

Administrators have the ability to configure a component by modifying its properties.

How to edit component properties:

1. Log into the Administration Center.
2. Mouse over Forms Management in the top navigation. The Forms Management sub-menu

will display.
3. Mouse over Events and select Create/Manage Events. The Event Registration application
will appear.
4. Scroll down to the Manage Events section.
5. Click the Edit link next to the appropriate form. The Edit Forms page will display.
6. Click the Edit link next to the section. The Edit Section <section_name> page will display.
7. Click the Edit link next to the component. The component properties page will display. See

the processes and property pages for each of the custom component types below in the
associated sections.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 22
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Text Input (Single Line) Component

Text Input (Single Line) component allows the registrant to submit free form information. The
input to be collected can be changed from Text to Monetary or Quantity for event-specific data
such as Gift Amount or # event of tickets.

How to edit a text input (single line) text component:

1. Log into the Administration Peperten U e Soecifcions  Eroble Data Sty et e comgonest it
Center. Lo

2. Mouse over Forms e - —
Management in the top
navigation. The Forms
Management sub-menu will
display. D T cote

3. Mouse over Events and select B s wonseee s et e
Create/Manage Events. The kit
Event Registration application et
will appear. ki crty 1 wpecite ormat s maet|

4. Scroll down to the Manage T —— L]
Events section. ———p—

5. Click the Edit link next to the
appropriate form. The Edit
Forms page will display.

6. Click the Edit link next to the e -
section. The Edit Section LT 3 -
<section_name> page will Gaws Crogen | [Corcei |
display. Figure 30

7. Scroll down to the Add new
component area and select 12. Click the Add component button. The newly added
the “A Custom Component” component will display in the list of components.
radio button. 13. Click the Edit link next to the newly added component.

8. Choose the appropriate type The component properties page will display. See
of custom component to add Figure 30.

— see the Custom Component  14. Click Save Changes, or Cancel to abort.
Types grid above for
definitions. IMPORTANT!

9. Enter label for display which Monetary Text Input components must be added to the
is the text seen by front-end Total Billable Component.
users.

10. Enter the identifier, back-end
name stored in database. Must
contain letters, numbers, or
underscores ().

11. Select the appropriate “Place
this component” radio button to
set the component
placement.

5l | charsciers

2 piueln
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Text Input (Single Line) Monetary Component

Text Input (Single Line) Monetary component allows registrants to enter any dollar amount. It can
be used to capture the registrant’s online gift amount. See Figure 31. The Text Input (Single Line)
Monetary component can also be used for a required registration fee. Add “disabled” to the
Additional Tag Elements field for required registration fee component.

Online Gift:

Figure 31

How to add a text input (single line) monetary component:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit link next to the section. The
Edit Section <section_name> page will
display.

7. Scroll down to the Add new component
area and select the “A Custom
Component” radio button.

8. Choose the appropriate type of custom
component to add — see the Custom
Component Types grid below for
definitions.

9. Enter label for display, text seen by front-
end users.

10. Enter the identifier, back-end name stored
in database. Must contain letters, numbers,
or underscores (_).

11. Select the appropriate “Place this
component” radio button to set the
component placement.

12. Click the Add component button. The
newly added component will display in the
list of components.

13. Click the Edit link next to the newly added
component. The component properties
page will display. See Figure 32.

14. Change This input will be used to collect

from Text to Monetary.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

Properties  User Response Specifications  Profile Data Relationship  Refurn fo component list

Properties:
Identifier: event_item_1 [Ez)
Type: single-fine Text Input Field )
Lazel Event tem name here =]
This input field will be used to collect (zg)
O Textdata
@ A monetary amount
© A quantity of an item or option associsted with s price and/or inventory
Validation: (g
@ Allow only a specific format ss input

Minimurnimaximum amounts are optional

Use whole nurmber smouns only.
This is an event item [
Maximum characles. 10| characters [re)
il Display Size: 50 | pixels [z
nitial value: s
Additionsl Tsg ‘onblur="calcTotal(" )
Elements
Move fo another section: | — Select — ™ e

Save Changes

Figure 32

15. Enter the Minimum and Maximum
amounts allowed under Validation, if
applicable.

16. Check the Event item checkbox.

17. Set Maximum characters to 10
characters.

18. Set Field Display Size to 50 pixels.

19. Click Save Changes, or Cancel to abort.

IMPORTANT!

Monetary Text Input components must be
added to the Total Billable Component.
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Quantity Text Input

Text Input (Single Line) Quantity component is used to capture the quantity and display the fixed
price or text to indicate the event item is free. See Figure 33.

Party Tickets:
Figure 33

How to add a text input (single line) quantity component:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management o i
sub-menu will display. e

3. Mouse over Events and select -
Create/Manage Events. The Event o
Registration application will appear. O o i s i e

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate Pu— o (e —
form. The Edit Forms page will display. Condtons Priohs: Qo O on

6. Click the Edit link next to the section. The menerreenes: Oon O on
Edit Section <section_name> page will =
display.

7. Scroll down to the Add new component e
area and select the “A Custom —
Component” radio button.

8. Choose the appropriate type of custom
component to add — see the Custom
Component Types grid below for e cosces: (10| naracrs
definitions. el

9. Enter label for display, text seen by front-
end users.

10. Enter the identifier, back-end name stored | re=ssem==er [-soea- 0
in database. Must contain letters, numbers, =
or underscores (_).

11. Select the appropriate “Place this .. .
component” radio button to set the 16. Enter the Minimum and Maximum value

component placement. allowed under Validation, if applicable.

12. Click the Add component button. The 17. Check th_e Event item checkbox.
newly added component will display in the 18- Sét Maximum characters to 10
list of components. chara_cters. . . .

13. Click the Edit link next to the newly added ~ |9- Set Field Display Size to 50 pixels.
component. The component properties 20. Click Save Changes, or Cancel to abort.
page will display. See Figure 34.

14. Change This input will be used to collect
from Text Data to A Quantity of an item
associated with a price and/or
inventory.

15. Enter the Item Price, or check the free
checkbox. If the item is free, select the
appropriate Free Text to display.

This input field will b2 usad to collect

© Allow only specific characters ss input

Valid characters:

Figure 34
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IMPORTANT!

Text Input (Single Line) Quantity components must be added to the Total Billable Component.
This includes Free Text Input (Single Line) Quantity components.

Configurable Free Text
Administrators have the ability to select $0.00,

ltem details

Free, Complimentary, No charge, Do not
display anything, or Custom text such as

"Included in package price" or ”On the house"
as the text to display for the price of free items.

See Figure 35.

Conditional Pricing

ltem price: sl:.: 0 ¥ Check here if item iz $0.00 (free)
Price Display for Free ltem:

Select the text (or enter custom text) that you would like to dizplay for the
"price” of this free item.

' ~50.00" = Complimentary”

7 “Free 7 "Np charge”

' Custom text: ' Donot display anything
Figure 35

Conditional pricing allows administrators to setup multiple pricing levels based on the registrant’s

profile data and/or the date of registration.

Party Tickets: @ %$10.00

Early Registration View

Profile Data

Administrators can set pricing based on the
value of a field in the profile database. In the
figure below, the Alumni Discount will display
for all registrants with Membership Type =
“alumni”. See Figure 36.

Price level

Price level name: Iﬂlumni discount

Note: this iz for editing purposes only. it will not dizplay to the customer.
Price: Sl-iﬂﬂﬂ
Criteria for this price level: ¥ use profile data 7 use dates

Profile data:

Miscellaneous: Membership Type ;I
is equal to 'l

alumni

Save Changes | Cancell

Figure 36

IMPORTANT!

The registrant must login for the Profile Data
criteria function to be enabled.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

Party Tickets: @ 4$25.00

Regular Registration View

Date of Registration

Administrators can set an early bird price point
that will only display during the date range
indicated. In the figure below, the Early Bird
Special will display Sept. 1, 2008 1:00 AM
Eastern to November 4, 2008 11:55 PM
Eastern. See Figure 37.

Price level

Price level name; |EE|I‘h|r bird special
Note: thiz iz for editing purpozes only. it wil not dizplay to the customer.

Price: Slﬁﬂ.ﬂﬂ
Criteria for this price level: M use profile data [V Use dates

Start date:

Date: |September | [1 | [2008 =|

Time: [011x] : [00 =] [AMT=]

End date:

¥ Enable

Date: |N0\rember;| |4 x| IMLI

Time: [117x] : [557=] [PM =]
Figure 37
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Administrators can set pricing using both Picelevet
criteria options, Profile Data and Date of Price level name: [fummidscomt |
Registration. In the figure below, the Alumni Note: this is for editing purposes only. £ wil not display to the customer.
Discount will display for all registrants with Price: {4000
MemberShip Type = “alumni” from Sept 11 Criteria for this price level: V! use profile data ¥ Usze dates
2008 1:00 AM Eastern to November 4, 2005 F—
11:55 PM Eastern. :

Miscellaneous: Membership Type LI
Note: If multiple conditions match for a :uen?:,rl > o
particular registrant, the least expensive level
displays. ST

Date: |SEDTember;| I‘I 'l |ZDDBL|
Time: [01 =] :[o0 =] [AM =]

End date:

¥ Enable
Date: |September;| IEH] 'l |ZDDBL|
Time: I‘I‘I vl:lﬁfp v”F‘I‘\l‘l 'I

Save Changes | Cancell
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How to activate conditional pricing:

1. Create the event item as a Text Input
(Single Line) Component. The page will
refresh.

2. Click the Edit link next to the newly created
event item. The Edit Component page will
display.

3. Check the This is an input field for an
item quantity checkbox. The Item details
section will expand.

4. Enter Default item price.

5. Set Conditional Pricing to On. The Add a
price level link will appear. See Figure 38.

6. Click the Add a price level link. The Price
level section will expand.

7. Enter Price level name. Note: This name
will not display to the customer.

8. Enter the Price.

9. Select the Criteria for this price level
(Use profile date and/or use dates).

Using Profile Data:

10. Select the applicable profile data field from
the dropdown menu. See Figure 39.

11. Select is equal to or is not equal to.

12. Enter value.

Using Dates:

13. Enter the Start and End date. See Figure
40.

14. Click Save Changes button, or Cancel to
abort.

Suggestion: Test profile criteria conditional

pricing using decoy accounts prior to opening
the event to all users.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

¥ Thisisan input field for an item quantity

ltem details

Default item price:  g[20

Conditional Pricing: Off & On

F Add a price level

inventory control:  off ¢ on

Figure 38

Price level

Price level name: INumni discount
Note: thiz iz for editing purposes only. |t will not display to the customer.

Price: SI-WDD

Criteria for this price level: ¥ use profile data [T use dates

Profile data:

Miscellaneous: Membership Type ;I

is equal to vl
|a||.|mni
Save Changes | Cancel |
Figure 39
Price level

Price level name: |Er:lrh' bird special
Mote: this is for editing purposes only. it will not display to the customer.

Price: SIEH].DD

Criteria for this price level: [T use profile data ¥ use dates

Start date:

Date: ISepternber;l I‘I | IZDDB;I
Time: IEIDD '”M\d vl

End date:

[ Enable
Date: |November;| |-i | |ZDDB‘;|
Time: |1‘I vI:|55 v”F‘I‘u‘l 'l

Figure 40
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Inventory Control

Inventory Control is used when there is a strict limit to the number of items available. If there is no
limit of tickets set Inventory Control to Off. The Event Registration application will automatically
manage the Currently Available when orders are submitted and modified. Administrators will have
the option to return inventory when cancelling an order.

How to set inventory control for a quantity text input component:

1. LOg intO the Admin TOO'_ ¥ This iz an input field for an item quantity

2. Click the Event Registration link in the left R —
navigation located under Community ttom prices =
Services. :

3. Scroll down to the Manage Events section. Conditional Pricing: & off € on

4. Click the Edit link next to the appropriate Inventory contral: € 0ff ¥ On
form. The Edit Forms page will display. Inventory details

5. Cllck the Edit I|nk neXt to the SeCtion. The Totalunits:lzm— (0 units currently available)
Edit Section <section_name> page will Wihen inventory is depleted:
dISplay o Dizplay this item with the folowing message:

6. Click the Edit link next to the component. L =
The component properties page will o -
display.

7. Setthe Inventory control to on. The 7 oo notdisply tis fem
Inventory Details section will display. See @ Disable this form and display the following message:
Figure 41. Sorry, this iz no longer avaiable, =

8. Enter the Total units. E

9. Select the appropriate out-of-stock option. Figure 41

10. Click Save Changes button, or Cancel to

abort.

Out-of-stock Options

Out-of-stock

Display this item with The event item will be disabled and the message in the

Message the following message  text area will display on the form under the event item.
Party Tickets: _@_ 525_'00 .
Sorry, this item is no longer available.
Suppress Do not display this item  The event form displays without this event item.
Event Item
P The suppressed item
does not display.
Online Gift: &
Total: <000
Control Item  Disable this form and The entire event form will be disabled, and the

display the following
message

message in the text area will display.

Event Registration

Sarry, this is no longer available.
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Shared Inventory
Shared inventory allows administrators to setup multiple ticket types to pull from the same

inventory. For example: There are 200 available tickets. The different ticket types are alumni and
non-alumni tickets or adult and children tickets.

1.

Add a component for the first
ticket type (master) as a Text
Input (Single Line) Component
in the Event Details section.
Click the Edit link next to the
master ticket type component.
Choose This input field will
be used to collect: A quantity
of an item or option
associated with a price
and/or inventory.

Enter the Item price in the Item
details section.

Set the Inventory Control to
On. The Inventory details
section will display.

Enter the numbers of tickets as
the Total Units in the
Inventory details section.
Select the appropriate When
inventory is depleted option
and enter any associated
message if applicable.

Check the This is an event
item checkbox.

Click the Save Changes
button. See Figure 42.

. Return to the Edit Section

“Event Details” page.

. Add a component for the

second ticket type (secondary)
as a Text Input (Single Line)
Component in the Event Details
section.

. Click the Edit link next to the

secondary ticket type
component.

. Check the This is an event

item checkbox.

. Click the Save changes

button. The page will refresh.
NOTE: This Save changes

e Sanpletne Taa g Fasd
mur Skl
1 il il B e 0 CORBOT
C Tastdata
20 & mipnessry ssen
= & qguanliny BF a0 Ber B OB Eddaiae Wilh & 0RO B
Hem dessis
e price: 10 [ craci barw of fmer i 5 00 e
Conditionsl Pricine Fior  Chon
nseniory carerek: oM
Irrvarfiory detaila
Tofal unitaz | 122 srw careTdy aominza

\ihen irvarsary tn depleted:

s
I3} Ao 2miy apeciic charscsara ma mas

‘Walid charscsars:

Figure 42
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How to activate shared inventory:
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step must be completed in
this sequence.

15. On the refreshed page, check
This input field will be used
to collect: A quantity of an
item of option associated
with a price and/or inventory.
The item details section will
display.

16. Enter the Item price in the ltem
details section.

17. Select the Shared radio button
for the Inventory control option.

18. The Inventory details section
will expand.

19. Select the Inventory control
item from the dropdown menu.
Choose the master ticket item
with which this secondary ticket
item is sharing inventory.

20. Select the appropriate When
inventory is depleted option
and enter any associated
message if applicable.

21. Click Save Changes button, or

Cancel to abort. See Figure 43.

Note: Once these two components
are created as described above,
the Inventory Details section for the
master ticket type component will
display a “This item’s inventory is
shared by the following items”
message that refers to the
secondary ticket type component.

chart Far LVE_puewttick

TR Sngle-ime Taxi input Naid

L e bkt
Thim mpwi fetd ‘will ba Lmed o colect

() Tartduin

-
(& monatery smcunt

Hemn detsils

R prios
Conditionad Pieng g

neenioey ool o
[T T

RS TR EOTITO] B
LVE_mhorn {mrn b

o L L

oy apmcific charscsars s moat

Walid charscSers:

ST e X | charsciers

20 | pinsin
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Text Input (Multi Line) Component
How to edit Text Input (Multi Line) component:

1. Edit Label. See Figure 44. Pereres  UserRestonse Sosofcalons s cmporent s

2. Edit Maximum characters allowed. 50 P o
characters is the default. = Fr——

3. Edit Field Display Height and Width. 400 = Commerts
pixels is the default width. rmm—— e

Field Display Size: Haight pixels

4. Click the Save Changes button, or Cancel

WViicith: [400 | pixels
to abort. J—
Move to another section: |~ Select —

IMPORTANT!

The character limit is 1,000 for Text Input Figure 44

(Multi-line) Components. Be sure to add text to
warn registrants.
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Checkbox Component

Checkboxes are used when you want the user to select one or more options of a limited number
of choices. See Figure 45.

|:| Yes, | would like to purchase a monthly subscription to Wine Time.

Figure 45
1. Log into the Administration Center. P Drleerrbettn B
2. Mouse over Forms Management in the o —
top navigation. The Forms Management siole Checkox
sub-menu will display. -
3. Mouse over Events and select sttt et
Create/Manage Events. The Event O e skt s et winanasotted price ancor meeniory
Registration application will appear. Tesmevenitem
4. Scroll down to the Manage Events o Formen St
section. e
5. Click the Edit link next to the appropriate
form. The Edit Forms page will display. Figure 46

6. Click the Edit link next to the section. The

Edit Section <section_name> page will

display.
7. Choose Add A Custom Component for

Checkbox, then click Add component

button.
8. Click the Edit link next to the new

component.

The component properties page will display. See Figure 46.
9. Check the This is an event item checkbox.
10. Select the Initial setting, if you wish the checkbox to be “checked” by default.
11. Click Save Changes button, or Cancel to abort.

Checkbox Component with Price and/or Inventory
Checkbox components may include pricing and inventory control. See Figure 47.

|:| Yes, | would like to purchase a monthly subscription to Wine Time. (310.00)

Figure 47
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How to add a checkbox component with price and/or inventory:
[ oo ssasesonse sonations_setmtosommecenss |

1. Follow the steps above for adding add a e T R
regular checkbox component. e e
2. Select This checkbox will be used to sigte hecoox
indicate: The selection of an item or Yo oo o s sty o
. . . . This checkbox will be used to indicate:
option with an associated price and/or
inventory radio button on the component © ot st et e s
properties page. The Item details section Torrariis
will appear. See Figure 48. romeres 100 | Dlonecxnorotomis s000 (1)
3. Enter the Item price, or check the free w®® OOO
checkbox. If the item is free, select the e
appropriate free text. Fo— Oereorcs O s
4. Set Conditional Pricing, if applicable. See |, ... . =
Conditional Pricing for more details. e (B =
5. Set Inventory Control, if applicable. See T
Inventory Control for more details. Figure 48
6. Click Save Changes button.

IMPORTANT!

Checkbox components with a price must be added to the Total Billable Component. This includes
free checkbox components.

Radio Button Component

Radio Buttons are used when you want the user to select one of a limited number of choices. See
Figure 49. The data collected can be text, numeric, price, or quantity with a fixed unit price.

Gender

O male

C Female
Figure 49

Log into the Administration Center.
Mouse over Forms Management in
the top navigation. The Forms
Management sub-menu will display.
Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.
Scroll down to the Manage Events
section.

Click the Edit link next to the
appropriate form. The Edit Forms
page will display.

Click the Edit link next to the section.
The Edit Section <section_name>
page will display.

Click the Edit link next to the
component. The component properties
page will display. See Figure 49.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

How to edit a text radio button component:

Prope:

Idertifier
Type:

Labe

Teut optians
© Wumeric options
© Pprice options

Move to anather section

EX02_gender

Radio Button List

Gender

O thisis an event item

- Selec!

The options on this racio button list are;

t

© Quantity agtions assaciated wih & fixed price

View or edit options list

ll

]

Figure 50
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8. Click the View or edit options list link.
The options list will display. See Figure
50.

Hide options list

OPTIOHS LIST [INF o

Edit options Add options

Display Label Internal Label Add’l Tag Elements Yalue (optional)

1 Option 1 option_1 Delete | Hide
2 Cption 2 option_2 Delete | Hide

Edit options Add options
Figure 51

9. Click the Edit options link. The Options List will display in edit mode. See Figure 52.

OPTIONS LIST D=

Save options Cancel

Di=play Label Internal Label Add’l Tag Elements Walue [optional)
|Dption 1 | [option_1 | ] | [ | | Delete | Hide
[Dption 2 | [option_2 | ] | [ | | Delete | Hide

Save options Cancel

Figure 52

10. Update the Display Label and Internal Label for each option.

11. Click the Save options link. The radio button component properties page will refresh.
12. Select Text as the type of radio button option.

13. Check the This is an event item checkbox.

14. Click Save changes or Cancel to abort.

Add Radio Button Options
Additional radio button options can be added using the Add Options feature on the radio buttons
component properties page.

How to add more radio button options:

1. Log into the Administration Center.

2. Mouse over Forms Management in the top navigation. The Forms Management sub-
menu will display.

3. Mouse over Events and select Create/Manage Events. The Event Registration
application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate form. The Edit Forms page will display.
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6. Click the Edit link next to the section. The Edit Section <section_name> page will
display.
Click the Edit link next to the component. The component properties page will display.
Click the View or edit options list link. The options list will display in add options mode.
See Figure 53.

®© N

QPTIONS LIST

‘

Humber of options to add: Placement: O Fir=t @' Last D After option:

[ Add optiohs ][ Cancel ]

Helider | pisplay Label Internal Label Add'l Tag Elements Value (optional)
Ciption 1 aption_1 Delete | Hide
Cition 2 option_2 Delete | Hide
Re-Order
Figure 53

9. Select the Number of options to add.

10. Select the Placement.

11. Click the Add options button. The radio button options page will refresh with the options
list in edit mode. The correct number of additional options will display in the appropriate
placement. See Figure 54.

OPTIONS LIST InFal

Save options  Cancel
Felider | pisplay Label Internal Label Add'l Tag Elements Value (optional)
O | Dot B ] — | | ]| vetete 1tide
[Option 2 | [option_2 | ] | | | | Delete | Hide
| | ] | | | | | | Delete | Hide
| | | | ] | | | | Delete | Hide
Theoce [ ———
Save options Cancel

Figure 54
12. Enter the Display Label and Internal Label for all options.

13. Click Save options link, or Cancel to abort.
14. Click Save Changes button, or Cancel to abort.
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Radio Button Numeric Component

Radio button component can be configured to store numerical data for each option such as
course codes or special admin codes. See Figure 55.

Career Networking Session I

'O Managing the First Impression
'D' Resume Writing 101

O Quick Start Your Job Search
'O Reinvent Your Career

Figure 55

How to add a numeric radio button component:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select e
Create/Manage Events. The Event Dislay Lotel Imrre abe AG TgElments__ tumei
Registration application will appear. s | M |

4. Scroll down to the Manage Events section. I

5. Click the Edit link next to the appropriate et e | | Fmenvartane ] ||
form. The Edit Forms page will display.

6. Click the Edit link next to the section. The Figure 56
Edit Section <section_name> page will
display.

7. Click the Edit link next to the component.

8. The component properties page will
display.

9. Select Numeric as the type of radio button option.

10. Click the View or edit options list link. The options list will display.

11. Click the Edit options link. The Options List will display in edit mode.

12. Update the Display Label, Internal Label (optional), and the Numeric Value for each
option. See Figure 56.

13. Click the Save options link. The radio button component properties page will refresh.

14. Check the This is an event item checkbox.

15. Click Save changes, or Cancel to abort.

Hide options list

875

[Resumewiiting 101 | [Resume Wing 101 | | 435

BET

119

Sl EEEE
g
5
§
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Radio Button Price Component

Radio button component can be configured to have different price points for each option or a
fixed unit price which is multiplied by the quantity selected. See Figure 57.

Preferred Seating:

'G" Open Seating (30.00)

'C' Reserved Seating (25.00)

'O' Terrace Seating (510.00)

O VIP seating (520.00)
Figure 57

How to add a price radio button component:

1. Log into the Administration Center. =
2. Mouse over Forms Management in the

top navigation. The Forms Management e

sub-menu will display.
3. Mouse over Events and select et opions 2d optons

Create/Manage Events. The Event B L L AT T

Registration application will appear. e ) e
4. Scroll down to the Manage Events section. = e ey P—
5. Click the Edit link next to the appropriate (] vesews o000 Deet e

form. The Edit Forms page will display.
6. Click the Edit link next to the section. The e

Edit Section <section_name> page will Figure 58

display.

7. Click the Edit link next to the component.
8. The component properties page will
display.
9. Select Price as the type of radio button option.
10. Click the View or edit options list link. The options list will display.
11. Click the Edit options link. The Options List will display in edit mode.
12. Update the Display Label, Internal Label, and the Price for each option. See Figure 58.

Note: The Addt’l Tag Element will be set automatically once the radio button price component is
added to the Total Billable component.

13. Click the Save options link. The radio button component properties page will refresh.
14. Check the This is an event item checkbox.
15. Click Save changes, or Cancel to abort.

IMPORTANT!

Radio button price components must be added to the Total Billable Component. This includes
free radio button price components.
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Radio Button Quantity Component

Radio button component can be configured to have a fixed unit price which is multiplied by the
quantity selected. See Figure 59.

HCU Alumni Golf Cap ($15.00 each)

O 1415
O 2 (430
QO 3345
O 4 (36m
Figure 59

How to add a quantity radio button component:

1. Log into the Administration Center. O oot

2. Mouse over Forms Management in the S
top navigation. The Forms Management DT A
sub-menu will display. e

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear. e

4. Scroll down to the Manage Events TR AT O COTRESEE -
section. : !

5. Click the Edit link next to the appropriate B ' E
form. The Edit Forms page will display. o ] &

6. Click the Edit link next to the section. The

Edit Section <section_name> page will Susopians Gl

display. Figure 60

Click the Edit link next to the component.

The component properties page will

display.

9. Select Quantity as the type of radio button option.

10. Enter the fixed unit price as the Item price, or check the free checkbox. If the items are free,
select the appropriate free text. See Figure 60.

11. Click the View or edit options list link. The options list will display.

12. Click the Edit options link. The Options List will display in edit mode.

13. Update the Display Label, Internal Label (optional), and the Quantity for each option.

Htem price: 11500 [ check here if fem is $0.00 (tres)

Hide options list

[ ] E

Note: The Addt’l Tag Element will be set automatically once the radio button price component is
added to the Total Billable component.

14. Click the Save options link. The radio button component properties page will refresh.
15. Check the This is an event item checkbox.
16. Click Save changes or Cancel to abort.

IMPORTANT!

Radio button quantity components must be added to the Total Billable Component. This includes
free radio button quantity components.
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Dropdown Menu Component

Dropdown Menus can serve the same purpose as radio buttons, one selection only, (See Figure
61) or check boxes, multiple selections allowed, (See Figure 62). The data collected can be text,
numeric, price, or quantity with a fixed unit price.

Select lce Cream: - Select - | v Select up to two (2): E{S:I.:nc:;u'rﬂing1ﬂ1 E’
— Select — Getting An Interview
Chocaolate Megotiating The Right Salarny M
‘;tanﬂi Figure 62
rawbemy
Figure 61
1. Log into the Administration Center. Propsies  UsecBsspens Sosclcaions _Pale e Selsiorsin s o comoansn 1t
2. Mouse over Forms Management in the — e —
top navigation. The Forms Management e F—— =
sub-menu will display. - e ot )
3. Mouse over Events and select Bz
Create/Manage Events. The Event e Seecions
Registration application will appear. b i
4. Scroll down to the Manage Events
section.
5. Click the Edit link next to the appropriate © Chust pers st i e
form. The Edit Forms page will display. iessoredi onions et
6. Click the Edit link next to the section. The = ™™™
Edit Section <section_name> page will O =
dlsplay ;I:::imnamm. [~Sekat- ¥ s
7. Choose Add A Custom Component for S
Dropdown Menu (Custom) then click Add —

component button.

8. Click the Edit link next to the component.
The component properties page will
display. See Figure 63.

9. Click the View or edit options list link.
The options list will display. See Figure 64.

Figure 63

Hide options list
OPTIONS LIST [INF o)
Edit options Add options

Display Label Internal Label Add'l Tag Elements Value (optional)

1 Optian 1 option_1 Delete | Hide
2 Option 2 option_2 Delete | Hide

Edit options Add options

Figure 64
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10. Click the Edit options link. The Options List will display in edit mode. See Figure 65.

OPTIOHS LIST InF ol

Save options Cancel

Display Label Internal Label Add’l Tag Elements Value [optional)
[Dption 1 | [option_1 | 1] | | | | Delete | Hide
[Dption 2 | |option_2 | ] | | | | Delete | Hide

Save options Cancel

Figure 65

11. Update the Display Label and Internal Label for each option.

12. Click the Save options link. The dropdown menu component properties page will refresh.
13. Select Text as the type of dropdown menu option.

14. Check the This is an event item checkbox.

15. Click Save changes, or Cancel to abort.

Add Dropdown Menu Options
Additional dropdown menu options can be added using the Add Options feature on the
dropdown menu component properties page.

How to add more dropdown menu options:

1. Log into the Administration Center.
2. Mouse over Forms Management in the top navigation. The Forms Management sub-menu will

display.

3. Mouse over Events and select Create/Manage Events. The Event Registration application will
appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate form. The Edit Forms page will display.

6. Click the Edit link next to the section. The Edit Section <section_name> page will display.

7. Click the Edit link next to the component. The component properties page will display.

8. Click the View or edit options list link. The options list will display in add options mode. See Figure

66.
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OPTIONS LIST [INF QO
Humber of options to add: Placement: O Fir=t @ Last D After option:
[ Add optiohs ] [ Cancel ]

Felider | pisplay Label Internal Label Add'l Tag Elements Value (optional)

Optian 1 aption_1 Delete | Hide

Cition 2 option_2 Delete | Hide
Fie-Order

Figure 66

9. Select the Number of options to add.

10. Select the Placement.

11. Click the Add options button. The dropdown menu options page will refresh with the
options list in edit mode. The correct number of additional options will display in the
appropriate placement. See Figure 67.

OPTIONS LIST [INFo
Gave options Cancel
Re-Order Display Label Internal Label Add'l Tag Elements Value (optianal)
R — s —— | [ vetete tide |
[Option 2 | [option_2 | | | | | Detete | Hide
| | | | | [ | | Delete | Hide
| | | || | | | | Delete [Hide
D I
Save options Cancel

Figure 67
12. Enter the Display Label and Internal Label for all options.

13. Click Save options link, or Cancel to abort.
14. Click Save Changes button, or Cancel to abort.
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Dropdown Menu Numeric Component

How to edit a dropdown numeric component:

1. Log into the Administration Center.
2. Mouse over Forms Management in the -
top navigation. The Forms Management e |

sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit link next to the section. The
Edit Section <section_name> page will
display.

7. Click the Edit link next to the component.

8. The component properties page will display.

9. Select Numeric as the type of radio button option.

10. Click the View or edit options list link. The options list will display.

11. Click the Edit options link. The Options List will display in edit mode.

12. Update the Display Label, Internal Label (optional), and the Numeric Value for each
option. See Figure 68.

13. Click the Save options link. The radio button component properties page will refresh.

14. Check the This is an event item checkbox.

15. Click Save changes, or Cancel to abort.

|Getting An Interview |

[ ]
[ |
[Negotizting The Right 54 [ |
[ ]

[Re-vamping Your Resum|

Save options  Cancsl

Figure 68

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 43



HARRIS fig CONNECT
-

www.harrisconnect.com

Dropdown Menu Price Component

Dropdown Menu Price component can be configured to have a different price point for each
option or a fixed unit price which is multiplied by the quantity selected. See Figure 69 .

HCU Logo 4-pc Wine Glass Set |- Select — ™

i~ Select -

White Wine Glasses (320.00)
Fed Wine Glasses ($20.00)
Dessert Wine Glasses (325.00)
Sparkling Wine Glasses (530.00)

Figure 69

How to add a price dropdown menu component:

1. Log into the Administration Center.
2. Mouse over Forms Management in the e pr— s
top navigation. The Forms Management i oo o
sub-menu will display. -

3. Mouse over Events and select \

Create/Manage Events. The Event o
Registration application will appear. Scroll T
down to the Manage Events section.

4. Click the Edit link next to the appropriate e
form. The Edit Forms page will display. == e e om—.

5. Click the Edit link next to the section. The T - =P,
Edit Section <section_name> page will 3] | e ciases P———— 52209 paee | e
dISp|ay 4 Sperkling Wine Glesses Sparkling Wine Glasses $20.00  Delete | Hide

6. Click the Edit link next to the component.

7. The component properties page will e =
display. pee— . ==

8. Select Price as the type of dropdown menu | erge T s
option. e on = =

9. Click the View or edit options list link. consnn s [~ - e
The options list will display. See Figure 70.

10. Click the Edit options link to enter or Figure 70

modify the Display Label, Internal Label,
and the Price for each option.

Note: The Additional Tag Elements will be set automatically once the dropdown price
component is added to the Total Billable component.

11. Click the Save options link. The dropdown component properties page will refresh.
12. Check the This is an event item checkbox.
13. Click Save changes, or Cancel to abort.

IMPORTANT!

Dropdown menu price components must be added to the Total Billable Component. This includes
free dropdown menu price components.
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Dropdown Menu Quantity Component

Dropdown menu quantity components can be configured to have a fixed unit price which is
multiplied by the quantity selected. See Figure 71.

HCU Logo Wine Glass Charms: (Set of 4} (312.00 2ach) | _ Saolact — [
—oeledt -
1 =et (£12)
2 sets (524)
3 sets (S36)
4 gets (348)
Figure 71
1. Log into the Administration Center.
2. Mouse over Forms Management in the e e — =
top navigation. The Forms Management e Orapsonnmens
sub-menu will display. el HCU Logo Wine Goes Crams: (5 o
3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear. Scroll O G RO
down to the Manage Events section. - N —
4. Click the Edit link next to the appropriate —
form. The Edit Forms page will display.
5. Click the Edit link next to the section. The Eaoptons A opsons
Edit Section <section_name> page will Orspiny Lo e Lave aunsry
display. : - ' ===
6. Click the Edit link next to the component. = — -
7. The component properties page will = - . o
display.
8. Select Quantity as the type of dropdown Satopions  Adsoptons
menu option. e
9. Enter the fixed unit price as the Item price,
or check the free checkbox. If the items are =
free, select the appropriate free text. See ]
Figure 72. : -
10. Click the View or edit options list link. The
options list will display. Figure 72

11. Click the Edit options link. The Options
List will display in edit mode.

12. Update the Display Label, Internal Label
(optional), and the Quantity for each
option.

Note: The Additional Tag Elements will be set automatically once the dropdown menu price
component is added to the Total Billable component.

13. Click the Save options link. The dropdown menu component properties page will refresh.

14. Check the This is an event item checkbox.
15. Click Save changes, or Cancel to abort.
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IMPORTANT!

Dropdown menu quantity components must be added to the Total Billable Component. This
includes free dropdown menu quantity components.
Pre-defined Dropdown Menus

Pre-defined dropdown menus are available to allow an administrator to quickly build an event
registration in minimum amount of time. Pre-defined dropdowns are available for Class Year,
State, and more.

How to modify pre-defined dropdown menu:

12. Log into the Administration Center. Fekencs | LsorBcaaanie speaioator:  EUNECRACSIANG | BSMLcOmBaner Lo

13. Mouse over Forms Management in the — - =
top navigation. The Forms Management T CUTp——
sub-menu will display. = s Yo =

1. Mouse over Events and select
Create/Manage Events. The Event =
Registration application will appear.

2. Scroll down to the Manage Events

section. Figure 73

3. Click the Edit link next to the appropriate -

form. The Edit Forms page will display. Propete
4. Click the Edit link next to the section. The |~ — =
Edit Section <section_name> page will Lava e Yo
dis play_ User setectons g ey rn st s
5. Choose Add A Custom Component for O e e et s
Dropdown Menu (NNNN), then click Add oot
component button — b o
6. Click the Edit link next to the new pre-
defined dropdown component. The S =
component properties page will display. s [hve= ] =
See Figure 73. Sove T
7. Click the Convert now button. The page Figure 74
will refresh.

8. Click the View or edit options list link.
See Figure 74. The options list will
display.
9. Click hide or delete next to the appropriate
option or click the Edit options link to edit
the Display Label. The Options List will
display in edit mode.
Note: Administrators can edit, delete, and hide options; however, they cannot add additional
options. Administrators should not change Internal Labels.
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Conditional Dropdown Menus

Administrators have the ability to create dropdown menus where the options within the child
dropdown menu (conditional dropdown menu) changes, depending upon which option in the
parent dropdown menu are chosen by the end-user. In the example below (See Figure 75), the
Select time options change depending on which Free Activity the end-user selects. Each
dropdown menu will be appropriately flagged as “parent” and “conditional” (child) on the backend.

Select a Free Activity: Tour of library ) i:ii:‘t; Free EX02_free_activity ° .‘;n:‘ru'n (2] ==
Select time: 1PM w Select time: EX02_free_activity_time | () (2] =
- : (CONDITIONAL) ‘——.—.—_

Figure 76

Figure 75

How to add conditional dropdown menus:

1. Log into the Administration Center.
2. Mouse over Forms Management in the top navigation. The Forms Management sub-menu

will display.
3. Mouse over Events and select Create/Manage Events. The Event Registration application
will appear.
4. Scroll down to the Manage Events section.
5. Click the Edit link next to the appropriate form. The Edit Forms page will display.
6. Click the Edit link next to the section. The Edit Section <section_name> page will display.
7. Create the parent dropdown menu
component, and enter the options for
parent menu. e i
8. Create the child dropdown menu
component. Do not enter any options for Flemens _
the Chlld menu Meove to ancther section: — Select - [hd
9. Return to the parent dropdown menu's e (B0 ke senty tne ]
property page.
10. Set the Conditional Dropdown Menu to the Figure 77
child dropdown menu. See Figure 77.
11. Click Save Changes. The parent dropdown Type: TEEET e

menu property page will refresh.
12. The Type will update to indicate "This is a

iy . EX02 free activity time
condition. See Figure 78.

13. Return to the child dropdown menu to set Figure 78
the child options for each parent option.
14. Select the parent option in the Options List oo o
For dropdown menu. See Figure 79. — —
15. Add the appropriate child options. [ ] \ [—
[ ] [ ] —
Figure 79

Note: Default child options display only for parent option 1. You will need to add options for
parent option 2, 3, and so on.

16. Click Save options.

17. Repeat steps 9-11 for each parent option.
18. Click Save Changes.
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Display Field Component

Display field component is used to display informative text on the event registration form such as
instructions on how to enter the telephone number. See Figure 80.

Flease enter vour phone number in the following format: sooc-mo0- 300,

Daytime Phone Number:

Evening Phone Number:

Figure 80

How to edit a display field component:

1. Log into the Administration Center.
2. Mouse over Forms Management in the Ppetes  eun 2 somsensat s

top navigation. The Forms Management e
sub-menu will display. T Dieiay et
3. Mouse over Events and select e s o e Pmesn e flowng
Create/Manage Events. The Event
Registration application will appear.
4. Scroll down to the Manage Events ra— o
section. persanainer |~ Seect -
5. Click the Edit link next to the appropriate
form. The Edit Forms page will display. Figure 81
6. Click the Edit link next to the section. The
Edit Section <section_name> page will Section Header
display. Check the Section Header Indicator if you wish

7. Choose Add A Custom Component for the text to display as a section header.
Display Field, then click Add component
button.
8. Click the Edit link next to the Display Field
component you wish to edit. The
component properties page will display.
See Figure 81.
9. Add or edit the text in the Display Text
field.
10. Click Save Changes, or Cancel to abort.
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Display Field Custom HTML Components
How to edit a display field custom HTML component:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit link next to the section. The
Edit Section <section_name> page will
display.

7. Click the Edit link next to the Display Field

Custom HTML component you wish to edit.

The component properties page will
display. See Figure 82.

8. Choose Add A Custom Component for
Display Field (Custom HTML), then click
Add component button.

9. Add or edit the text in the Display HTML
field.

10. Click Save Changes, or Cancel to abort.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.
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Move to another section: [~ Solect

Figure 82

Note: If you do not know how to enter HTML
code, you can use the Visual Edit mode’s
HTML editor to edit this section. See Visual
Edit.
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User Response Specifications

Administrators have the ability to configure every component in a form that accepts user input as
optional (default setting), required, or conditionally required. See Figure 83.

User Response: (= Reguired
€ Optional

8 Condtionally required, based on the specifications below

Figure 83

Required Components

How to set a component as required:

1. Log into the Administration Center.
2. Mouse over Forms Management in S o I
the top navigation. The Forms [T] poseine smemous @
Management sub-menu will display. m o [p—r
3. Mouse over Events and select = borersvre | @
Create/Manage Events. The Event Le] [ietins | | @
Figure 84

Registration application will appear.

4. Scroll down to the Manage Events
section.

5. Click the Edit link next to the
appropriate form. The Edit Forms
page will display.

6. Click the Edit link next to the section. The Edit Section <section_name> page will
display.

7. Click the Edit link next to the component.

8. Click the optional icon (E) in the User Response field. See Figure 84. The list of
components page will refresh and a “Requested component set to REQUIRED” message

will display at the top of the page. The required icon (E;I ) display next to the component.

Optional Components (Default Setting)

How to set a component as optional:

1. Log into the Administration Center.
2. Mouse over Forms Management in the
top navigation. The Forms Management

Edit| Delete | Hide

Edit| Delete | Hide

it| Delete | Hide

000
[ *]
il

sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit link next to the section. The
Edit Section <section_name> page will
display.

7. Click the Edit link next to the component.

8. Click the required icon (H) in the User

IMPORTANT!
Setting a required component to "optional" may
result in a transaction processing error due to
inadequate information being passed to the

payment server when a customer submits the
form.

Be sure that all components required for
processing are set to required.
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Response field. See Figure 85. The list of
components page will refresh and a
“Requested component set to OPTIONAL”
message will display at the top of the page.

The optional icon (El) display next to the
component.

Conditionally Required Components

How to set a component as conditionally required:

1. Log into the Administration Center. ropeics e Response Specifosiors _Fuofe e Reltonship ek o component it
2. Mouse over Forms Management in the L e
top navigation. The Forms Management e e
sub-menu will display. - Bt oo s =
3. Mouse over Events and select mema— -
Create/Manage Events. The Event O oy s
Registration application will appear. Gwmanuress
4. Scroll down to the Manage Events g
section. b Qe
5. Click the Edit link next to the appropriate R
form. The Edit Forms page will display. conomonat oo

6. Click the Edit link next to the section. The
Edit Section <section_name> page will
display.

7. Click the Edit link next to the component.
The component properties will display.

8. Click the User Response Specifications
link at the top of the Component
Properties page. See Figure 86. The User
Response Specification page will

display.
9. Select the Conditionally required radio ST
button. See Figure 87. Figure 87

10. Select the components or component-
options that will trigger the "required”
setting for this component.

11. Click the Save Changes, or Cancel to
abort.
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Online Processing Required Fields

There are several fields that will be sent to the payment processor for credit card authorization
and billing processing, and so are necessary to keep (and to keep marked on the form as
required fields) for this credit card processing to work:

Label for display Identifier
First Name: home_firsthname
Last Name: home_lastname
Address1: billing_address1 or home_address1
State: billing_state or home_state [if US or Canada]
Zip: billing_zip or home_zip [if US or Canada]
Country: billing_country or home_country [if non-US]
Credit card expiration month: cc_exp_month
Credit card expiration year: CC_exp_year
Credit card number: cc_number
Credit card verification number: cc_cvn optional

The default values are shown here. These are initialized as the monetary fields when a form is
created. However the component used for this data can be altered in the Edit Form Configuration
> Payment Processing Options tab, in the Billable Component section.

International Event Forms

IMPORTANT!
Administrators must update State and Postal Code components to accommodate international
users:

How to configure an event form to handle international registrations:

1. Change State & Postal Code components from Required to Conditionally required, based
on the specifications below.

2. Set the Conditional Trigger for billing_country = US or CA (Canada).
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Validation

Setting up validation for a component will result in various data checks being performed related to
the data entered by the end-user when the form is submitted.

How to setup validation for a specific text input component:
1. Log into the Administration Center. Validation:
2. Mouse over Forms Management in the © Allow any input

@ Allow only specific characters as input

top navigation. The Forms Management
sub-menu will display.
3. Mouse over Events and select

Valid characters:

[ aiphas (a2, sz) [single quote ()  [IPIus (+)

[ umerics (0-8)  [] Spaces() [ underscore ()
Create/Manage Events. The Event [ T - -
Registration application will appear. Ocomma(y  Coash [ Pasentheses ()
4. Scroll down to the Manage Events section. © Allow only a specific farmat a3 input
5. Click the Edit link next to the appropriate Figure 88

form. The Edit Forms page will display.
6. Click the Edit link next to the section. The Validation:
Edit Section <section_name> page will © Ao any it .
d lsplay ) Allow only specific characters as input
7. Click the Edit link next to the component.
The component Properties will display
with the Validation section. See Figure 88.
8. Select Allow only specific characters
input radio button, and enter the
appropriate valid characters, or Allow only
a specific format as input. See Figure 89.
9. Click Save Changes, or Cancel to abort.

@ Allow only a specific format as input

Valid format:

@] Monetary amount
O Email address format

o Phone/fax format

Figure 89

Default Validation

There is additional field validation that is automatically performed by the payment processor on
the following fields, as follows:

Label for display Identifier Validation
Email: home_email o Xxx@xxx.xxx format
e >6 characters in length
e No blanks
e Allowed characters: letters, numbers, _, -,
@ +,.
Phone: phone_day e 7-20 characters in length
e Allowed characters: numbers, -, +, (, )
Credit card number: cc_number
Card Type Prefix Length
Visa 4 13, 16
MasterCard 51-55 16
American Express 34 15
37
Discover 6011 16
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Profile Data Relationship enables administrators to map data from a user's profile to a specific
component on the form so that the form component may be pre-populated with the profile data
when the form initially displays. Setting this relationship also allows for the possibility of saving
the data entered on the form back to profile database when the form is submitted. A user must be
logged into the form (using the Registered Member Prompt section) for this feature to work.

How to activate profile data relationship:

1.
2.

10.

11.

Log into the Administration Center.
Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

Scroll down to the Manage Events section.

Click the Edit link next to the appropriate
form. The Edit Forms page will display.
Click the Edit link next to the section. The
Edit Section <section_name> page will
display.

Click the Edit link next to the component.
The component Properties will display.
Click the Profile Data Relationship link at
the top of the component properties page.
The Profile Data Relationship page will
display. See Figure 90.

Check the Display profile data in this
component checkbox.

Select the appropriate profile field from the
Profile data dropdown.

Click Save Changes, or Cancel to abort.
The page will refresh and the Your profile
data display settings have been saved
confirmation will display at the top of the

page.
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[ TRANK vou PAGE | CONFRMATION EMALL_|

EditPage1 > Edit Section "Personal Information” > Edit Component "home,_firstname"

Properties  User Response Specifications ~ Validation Profie Data Relationship  Return to component list

Profile Data Relationship:

. cisplay pron

Profile Data
Select the data field you would ke 10 display:

[Personal i First Name =l

SaveChanges | Cancel

Figure 90

IMPORTANT:

The administrator may select whether or not
data entered on the form should be saved back
to a member’s profile within the Profile Data
Management feature of the Edit Event
Configuration tab. The Event Form application

will alert you of the current Profile Data
Management settings. If the settings indicate
that any data changes made to this form by the
customer will not be saved to their profile, a link
to change the Profile Data Management
settings will be provided.
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Manage Pages

Create a Page

Create a page allows an administrator to create a new page that will appear after the current
page. The new page will not contain any sections. You will need to move sections to the new
page from other pages, or create new sections.

How to create a new page:

1. Log into the Administration Center.
2. Mouse over Forms Management in the | TS T |
top navigation. The Forms Management T T lf

Lok Fga 1

sub-menu will display.

3. Mouse over Events and select .’ . ° °
Create/Manage Events. The Event B o ]
Registration application will appear. —— = ="

4. Scroll down to the Manage Events section. o o

5. Click the Edit link next to the appropriate Figure 91
form. The Edit Forms page will display.

6. Click the Create Page button at the top of el
the page. See - o

T —— I - [t trmi conrgueston [ FravescEraet
h:l".‘ a5 5 rErr L e I T

7. Q o v Feir | i

8. Figure 91 - o o

9. Click the Create new page button, or Figure 92

Cancel to abort. The Edit Forms page will
display with the new page tab at the top.
See Figure 92.

Note: Modify the text on the Submit button on
page 1 to Next or Continue.
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Edit Page Properties

Pages are automatically set to display always. An administrator can configure a page to display
based on a specific trigger. For example, if the end-user registered for rooming, the rooming
registration page could display where the registrant is prompted to select a room type, enter
arrival date, departure date, and roommate name(s).

How to edit page properties:

1. Log into the Administration Center. o T e ey e
2. Mouse over Forms Management in the top eelow
navigation. The Forms Management sub- =

menu will display.
3. Mouse over Events and select

Create/Manage Events. The Event s 2
Registration application will appear. [ty 3500
4. Scroll down to the Manage Events section. I
5. Click the Edit link next to the appropriate El—
form. The Edit Forms page will display. SR
6. Click the appropriate page tab. 4.
7. Click the Edit Page Properties button at the D em_yer 207
top of the page. = Do
8. Select the “This page should only display Ellenstrescoino L
when a user selects the "Conditional Figure 93
Trigger" specified below” radio button. See
Figure 93.

9. Select the components or component-options
which, when selected by the end user, will
cause this page to be displayed.

10. Click Save Changes, or Cancel to abort.

Move Section to New Page

Move this section to new page allows administrators to move sections to a new page easily. This
section will be placed as the /ast section on the page you choose. If necessary, you may then
select the page tab and re-order the sections on the page.

How to move a section to a new page:

1. Log into the Administration Center.

2. Mouse over Forms Management in the top EEEEEEEE T '
navigation. The Forms Management sub- e [ | Tem e | el | l
menu will display. e al.. —r - BT

3. Mouse over Events and select T T
Create/Manage Events. The Event [l L g i -
Registration application will appear. =

4. Scroll down to the Manage Events section. ' — w0 @ .

5. Click the Edit link next to the appropriate : Areme @@ y
form. The Edit Forms page will display. E— Figure 94

6. Click the Edit link next to the appropriate
Section. The Edit Section
<section_name_here> page will display.

7. Click the Move this section to new page
button. See
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Figure 95

9. Figure 94.

10. Select the page number from the drop down.
See Figure 95.

11. Click the Move this section button, or
Cancel to abort. The Section moved to new
page confirmation will appear at top of page
1.

Preview This Page

Preview this page allows an administrator to preview the Customer view or the Admin view of the
current page without leaving the Edit Event Pages tab.

How to preview a specific page:

1. Log into the Administration Center.

2. Mouse over Forms Management in the top [Lemieren conturaion | Freviewivem |
navigation. The Forms Management sub-menu will o T T W T T
display. EcitPage 1 ' )
3. Mouse over Events and select Create/Manage AT Lo T e T Y e T
Events. The Event Registration application will ; .
appear. e ———
4. Scroll down to the Manage Events section. Wi e
5. Click the Edit link next to the appropriate form. The Lo ]
Edit Forms page will display. @ o =
6. Click the appropriate page tab. @ O
7. Click the Preview page (Customer view) button at v - I - I
the top of the screen to view the Customer view. — -
See Figure 96
| emieven contguraton | Frevewseem |

] | PAGE 1 | THANK ¥0U PAGE CONFIRUAATION EULIL
Eolt Fage 1

.}"I.b i redn ﬂ:"-{.c.' zagt (Canermr vw ﬂ:"l: W ZEGE [ AErE oW Crasis o row D

Page Secliom:

nENE HAMT SITTINGS

L e
TR
pr—r—r s ol
e a g w
8. : ulll L.
9. Figure 96.

10. Click the Preview page (Admin view) button at the
top of the screen to view the Admin view. See
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Eolt Fage 1
.)"I.b i redn B"'-{.c.' zagt (Canermr vw ﬂ:'l: W ZEGE [ AErE oW Crasts & raw D

Page Secliom:

FIH B HAMT BT
HEE i
Q <]
Q <]
:-;. a n L
11. P——

12. Figure 96.
13. The front-end version of the event form will display
in a new browser window or a new browser tab.

Delete Page

Delete page allows an administrator to delete an unwanted page. All sections and their
corresponding components on the deleted page will automatically be moved to the bottom of the
previous page.

How to delete a page:
1. Log into the Administration Center.

2. Mouse over Forms Management in the top navigation. T
The Forms Management sub-menu will display. T —
3. Mouse over Events and select Create/Manage Events. Fr=—r '
The Event Registration application will appear. [T reas (O Fee po e o 0 P e
4. Scroll down to the Manage Events section. R
5. Click the Edit link next to the appropriate form. The Edit C was
Forms page will display. — = [*
6. Click the Page # tab at the top of the page for a page other a o
than Page 1. — @ © -
7. Click the Delete this page button at the top of the screen. Figure 97
See
I , WTWV -
Y 1 [ Tmaem vow rak | commmareninan | £ —_—
T T T, T
[ Deleisthapage ]
m‘-'“ Figure 98
[
e o
- e 9
8. Figure 97. An “Are you sure?” page will display. See Figure
98.

9. Click the Delete this page button when prompted to
confirm the page deletion, or click Cancel to abort.
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Manage Thank You Page and Confirmation Email

Thank You Page

The Thank You page is fully customizable.

How to edit the Thank You page:

1. Log into the Administration Center.

2. Mouse over Forms Management in the top
navigation. The Forms Management sub-
menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Thank You Page tab at the top of
the page. See Figure 99. The Thank
Page will display in edit mode.

7. Modify the content in the text area
provided. See Figure 100.

8. Click Save Changes or Cancel to abort.

Adding Data Tags
Specific form data can be added to the Thank
You page. See Data Tags for more details.

| Edit EBvard Configurstion | Prevdww Eveni I

PHGE 1 I PACE 1

Eeil Thank-you Page “Warakan 4~

[ conrRmATONEMAL |

frarir B30 page | | Cromts an alermade TRask yea page | | S page propertes || Dol Fe page

Thank-you Pego Tat [Virsion &) Exd Ve gion &
This “Thanb-pau papa dip

dink Wl A Quslomer submis helaim To cvlamibs thig Thank-pau pd

Craating mullysss T hans.pou pages

pape wil b senida e customer upon foem submizsian Eveni Rapl

o £ i Tkt Dl piii Sk

Figure 99

View a full list of data tags.

Enter text andior HTHIL:

<= <strong=Thank yau for your git <istrong= =
<pe-vaur credt card has been charged

gt recammend you print this page for your recards.

<=

<tables

<tr=<te=Hlarme:<Ack= 4ok %FIRSTHAMESS %L ASTMAMESG=<Rei=<trs

<tr=<til=Processing Date: <Ac=<tol=-%ORDERDATE W% <Ack==Ar=

<tre<tel=Gitt Amourt: < o= <tol= % AMOUNT %= pol= <=

<tr=<til= Ao es s <fol=<tl=%STREET1 % %STREET2%<hr=%CITV%, %STATES %COUNTRY % %
ZIP %= fot=<Ar=

<t =<til=Phone: <Ac=<tch-%PHOMNE %A= <Ar=

<t <tel=Ermail: < fel=<tel=HEMAIL Homt et =

<tr=<tel=Charge Confirmation Mumber: < to=<to=%REFERENCENUMBER %=Adk=<Ar=

<hable=

Save Changes | Cancel

Figure 100

How to preview the Thank You page:

1. Log into the Administration Center.

2. Mouse over Forms Management in the top
navigation. The Forms Management sub-
menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Thank You Page tab at the top of
the page. The Thank Page will display in
edit mode.

7. Click the Preview this page button at the
top of the page. See
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9. Figure 101. A new browser window or tab

will open with the default Thank You page

displayed.

IMPORTANT!

An administrator must successfully complete the event form to view the actual Thank You page.

Data Tags

Administrators can insert data from the submitted form such as the user's name and address into the

confirmation emails.

Pre-defined Data Tags

Below is a list of some pre-defined tags and the data they represent:

%ORDERDATE%:
%ORDERDATETIME%.
%FIRSTNAME%.
%LASTNAME%:
%EMAIL%.
%STREET1%:
%CITY%:

%STATE%.
%ZIP%:

%PAYMENTTYPE%
%AMOUNT%:

%MASKEDCREDITCARDNUMBER%.:

%EVENTTITLE%

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

Date of submitted form

Date and Time of submitted form
First name of user

Last name of user

Email address of user

Address: Street (line 1) of user
Address: City of user

Address: State of user

Address: zip/postal code of user
Payment method

Payment amount

Credit card number (note first 11 numbers are asterisks, only
last 4 or 5 numbers displayed)
Event Title
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Dynamic Data Tags

In addition to the pre-defined dynamic tags listed above, you may include tags within the text of your
confirmation page to display the data entered by the user into certain customized components in this
form. Below is a sample of these tags. The section of the form in which the customized component
displays in is listed below for your reference.

TAG SECTION
09EX02_regular_tickets0b Event Details
0HEX02_young_professional_tickets®% Event Details

Enter the identifier for the custom componenet in “%%”: %IDENTIFIER%

Event Guest Data Tag

In addition to the dynamic tags listed above, you may include a tag within the text of your
confirmation page or email to display the data entered by the user as Event Guest in this event form.
This will list the event guests and, if applicable, which event items (products) they are matched to:

TAG DESCRIPTION
M EVENTGUESTDETAILSYn Event guest detail
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Confirmation Email

The confirmation email is fully customizable. It is important to remember that HTML code will be
display as raw code to Text Only email recipients.

How to edit the Confirmation Email:

1. Log into the Administration Center.

2. Mouse over Forms Management in the top I |
navigation. The Forms Management sub- ) )
menu Wi” display PAGE 1 | PRGE T | THARE FOU PAGE J

Edit Corfirmetion [mmsd

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear. | Comfrmation Bmall : R ; o

4. Scroll down to the Manage Events section. S PP — T

5. Click the Edit link next to the appropriate N ——
form. The Edit Forms page will display. gt

6. Click the Confirmation Email tab at the top e e
of the page. See

I Falit Fewra © cn Rgiaryticen ] Praviese o I Diaatie: Conlirmaton Emai(s,
i RO e 30 Perviation S G
PAGE 1 : PAGE T r THAR YOU SAGE - Figure 102
tdt Cosfirmetioe [msid
r . e 5= » .
Comfirmiation Fmal Customize the Email Sender & Subject:
— — e — P “From™ Email Address: alumni@hcw.edu
Email Subject: Corfirmation: Let’s DU Lunch - March 3
Lo iy mitiplee C ol stbon ememis
T f Tl il Bl Sl b b SIS 1 RrTn Sk i
Pahy ane il SS0W, (s S0 RSB Gl ru 3P Figure 103
BRI M 10 CIEEE Bl ERETT BGT B
Cusabis Lol Fmahod Ema s
— "

7. Figure 102. The Confirmation Email will
display in edit mode.

8. Enter the “From” Email Address. See
Figure 103.

9. Modify the Email Subject. It is good to
include the Event Title in the subject.

10. Modify content in the text area provided.
See Figure 104.

11. Enter blind carbon copy email addresses.
One email address per line. See Figure
105.

12. Click Save Changes, or Cancel to abort.
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Ertter text andfor HTML: Blind Copy Option:

Dite: %ORDERDATE Ssbr=shr= H

TO: %FIRSTHAMES %L ASTHAME %osbr= Wprie g o :

S TREET1% STREET2%sbre To send "blind" copies of confirmation emails (bee:) to other email addresses, type each
96CITY %5, BSTATEYS SHCOUNTRY S HIIPYsbrs email address on a separate line

<br=
Dear SFIRSTHAMET: %LASTHAMES: -<hr-<brs

Thank you for your credit card giftl Your credt card bas been charged <brs<brs bee: Email Addresses:

e recaommend that you print this page for your records.<bra<his |
Gift Amourt: %AMOLNTS4<hr=<hr=
Chatge Confirmation Number: %REFERENCENUMBER 26<kr=<br> =

The Date/Time of your credit card charge was: %ORDERDATETIME % <hr==hr=

Save Changes Cancel
Figure 105

Figure 104

How to preview the Confirmation Email:

1. Log into the Administration Center. [ =t event conguration | preview Evens
2. MOL:ISG over Forms Management in the top 5 e T T | @
navigation. The Forms Management sub-menu =T

*
will display. (Coreviow comtemationsmai ) [ et 3n shemste Gortirmation eni ;

3. Mouse over Events and select Create/Manage coematonfmat
Events. The Event Registration application will The "Confirmation emaif” is sent to a customer after they have submittsd the form To :ustnmizey
appear. Creating multiple Confirmation emails ‘

4. Scroll down to the Manage Events section. o 1 7S s o e i

5. Click the Edit link next to the appropriate form. gt e g gl - i s o r
The Edit Forms page will display. Figure 106

6. Click the Confirmation Email tab at the top of
the page.

7. Click the Preview confirmation email button
at the top of the page. See Figure 106.

Disable Confirmation Email

The confirmation email feature can be disabled. Disabling this feature will prevent all confirmation
emails from being deployed including blind carbon copies as well confirmation emails sent when
modifying a registration on the registrant’s behalf. This is not recommended. If you do not wish for
specific registrants to receive a confirmation email, register on their behalf and enter your email
address in place of the registrants. [[IHolsa V- U\ BRI ETE RS § W e KEINE
address for any confirmation emails to be deployed.

How to disable confirmation email:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display. Figure 107

3. Mouse over Events and select
Create/Manage Events. The Event

Disable Confirmation Email(s):

[ check here if you do NOT want any confirmation email 2ent.
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Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Confirmation Email tab at the
top of the page. The Confirmation Email
will display in edit mode.

7. Check the Disable Confirmation Email
checkbox. See Figure 107.

8. Click Save Changes, or Cancel to abort.

www.harrisconnect.com

Multiple/Conditional Thank-You pages & Confirmation Emails

Administrators can now create more than one version of the Thank-you page and Confirmation
Email for a given form, and apply conditions to determine which is delivered based on how the
form has been filled out. For example, if a form accepts additional payment options such as
Check, Money Order, or pay at the door, the Thank-you page and Confirmation email can be

different based on the selected payment option.

How to create multiple/conditional Thank You page/Confirmation EmaiIS'

1. Log into the Administration Center.

2. Mouse over Forms Management in the top
navigation. The Forms Management sub-menu will
display.

3. Mouse over Events and select Create/Manage
Events. The Event Registration application will
appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate form. The
Edit Forms page will display.

6. Click the Thank You Page or Confirmation Email
tab at the top of the page. The Thank You
Page/Confirmation Email will display.

7. Click on the Create an alternate Thank-you
page/Confirmation email button. See Figure 108.

8. The Create a new thank you page/confirmation
email will display.

9. Click the Create a new thank you
page/confirmation email button to confirm that
you want to create the page. See Figure 109. A
“Your new thank you/confirmation email page
has been created” onscreen confirmation will
display.

Ecit Event Configuration l Preview Event I

PAGE 1 | PRGE 3 CORFIRMATION EMAIL |
Lciet Thank-you Page “Wersion &7
Fre Ao Pt

Dwimbs tiis Tage

Thank-you Page Text (Version A]  Edit Versicn B
The “Thank-you page” displays afer a customer submats the form. To ousiomize this Thank-pou p
Crealing mwulliple Thank.you pagss
though only one Thank-you page will be sent o the customar wpon form submission, Evwenl Rag
Conditionally displayed. Based on crilena that you spsdl
Lisgon oy 10 creste multgbe Thank-you pages
Figure 108
‘ Edit Event Configuration | Preview Event ‘ h &
PAGE 1 PAGE 2 [ conFirmaTION EMAIL_ ] )
Edit Thank-you Page > Create a new thank you page J
Create a new thank you page /
A new thank you page will be created that will be a copy of the default thank you page for this fo
MNote: The new page will be marked as disabled. To enable the page, go into the Edit page pmper?
status to default or a condtional version.
( Create a new thank you page )[ Cancel | !

o - e gt

Figure 109

Each Thank-you page/Confirmation email created will have a version "letter" assigned to it. The original Thank-you
page/Confirmation email will be referred to as Version A, and additional Thank-you pages/Confirmation emails will

be referred to as Version B, Version C, etc.
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Click on the appropriate Edit Version link to edit the
new Thank-you page/Confirmation Email. See
Figure 110..

Edit the Thank-you page/Confirmation Page text as
necessary and save your changes.

Click on the "Edit page/email properties" button.
See Figure 111.

Select the option for This Thank-you
page/Confirmation email will only display when
a user selects the 'Conditional Trigger' specified
below radio button. See Figure 112.

Select the components or component-options which,
when selected by the end user, will cause this page
to be displayed.

Click Save Changes, or Cancel to abort.

www.harrisconnect.com

I Edit Bvard Configuration | Praview Evang |

FAGE 1 FAGEL |

Edit Thank-you Page =“Versign A~

[ conFmmamon emar |

_'lll:.. 5" i ES 'Lljl' Srapirid Didln this gage

Thank.you Page Text [Version &)  [od Version B Edit Version ©

Friccirey tha pige Criile Wh alemale

vl page” displays aNer & customar susmits the fom. To cuestomizs this Thank-you p

Creating multiple Thank-you pages
ARnough ol one Thank-yon page wil be gend ta the custinmer i S submession, Even Rag
condionally dsplaped, based on aiberia Tial you spece

Learn how bo creats mutiples Thank you peoges

Figure 110

I Edit Fvardt Configuration | Praview Evant |

FAGE 1 FAGEL |

Edit Thank-you Page =“Version A

L
| conFmmamon :rn. |

v [ha g ikge Crinils @0 abemily “Thask yeu® ¢ g Ed T gl EropErea i i 2agl

Thank.you Page Text [Version &)  [od Version B Edit Version ©

The “Thank-yeu page” displays afer @ customer submits the fomn, To cestomize this Thank-Fou

Creating muttiple Thank-you pages
Amough anly ane Thamk-you pages will be seml b the customer upon ke submession, Evwenl Rag
condonally dsplaped, based on crberia Tal you speced

Learn how to creats muttiples Thank youy peges

Figure 111

Page Display: O This is the default Thank-you pege

— @ This Thankyou page will only display when a user selects the "Canditional
Trigger” specified below
O This Thankyou page is not adtive

CONDITIONAL TRIGGER:

S &

billing_state: MS
billing_state: MO
billing_state: MT
billing_state: NE

billing_state: N8
billing_state: NH

billing_state: MJ
billing_state: N
billing_state: NY'

O
]
]
O
O bitling_state: Mv
O
]
O
]
O

g_stete N

illing_state: NG

O billing_state: MP
M sitiimn mims,

= vl

Figure 112

How to set the default Thank You page/Confirmation Email:

Click on the appropriate Edit Version link to edit the Thank-you/Confirmation Email page.

1.

2.
3.
4

Click on the Edit Page Properties button.

Select the option This is the default Thank-you page/Confirmation email.

Click Save Changes.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

PAGE 65



HARRIS fig CONNECT
-

L g

www.harrisconnect.com

Edit Event Configuration

Activation

The Activation feature allows an administrator to activate/deactivate a form as needed. A “form is
temporarily unavailable” message is displayed when a user attempts to access an inactive form.

HARRIS ff' COMNMNeEecT

Online Giving
COMMUNITY FEATURES

Welcome:

Alumni Metwork
Search for Alumni
My Profile

Glohsl Search
Discussion Groups
Photo Gallery
Clags Notes
Alumni Chapters
Career Networking
Career Center
Yellow Pages
Online Giving
Membership Form
Permanent Ermail
Alummni Events:
Member Services
Sign In/Sign Out

|Snrrv, this form is temporarily unavailable. Please try again later.

How to activate/deactivate a form:

1.
2.

Log into the Administration Center.
Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

Scroll down to the Manage Events section.

Click the Activation link next to the
appropriate form. The Activation page
displays. See Figure 113.

Select Activate form, Deactivate form, or
Activate form based on dates below.

If entering a date range of when the form is
accessible, check the Enable checkbox.
Click Finish, or Cancel to abort.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.

Select your activation options below
Form Activation

© Activate form
© Deactivate form (The "Form is unavailable” page will display.)
© Activate form based on dates below

Start date: End date:

Oenatie O enssie

Date: Date:

Time: : Tima:
Figure 113
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Payment Processing

Configure Payment Processing

How to setup payment processing:

]

1. Log into the Administration Center. e [

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear. Figure 114

4. Scroll down to the Manage Events section.

5. Click the Payment Processing link next to
the appropriate form. The payment
processing options will display. See Figure
114.

Note: If the Payment Processing has already Figure 115

been configured the full Payment Processing
page will display. See Figure 116.

R W v WL WP N WP P W WYY

R
Figure 116
1. Select Payment Processing Type (CyberSource, TouchNet, etc., or Offline Payment
Processing).
2. Click Continue. An “Are you sure” page will display. See Figure 115.
3. Click Change. The full payment-processing page will display. See Figure 116.

IMPORTANT!

Administrators have the ability to set an event as Offline Payment Processing.
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Billable Component

The billable component is the total dollar amount forwarded to the payment gateway for credit
card processing.

Billable Component: | evert_running_total ;I

Currency

Foreign currency is available. The Event Registration application currently supports: Canadian
Dollar, British Pound Sterling, Euro, and Mexican Peso.

IMPORTANT!

Confirm with your payment processor (CyberSource) that the Merchant ID you are using for this
form is configured to accept foreign currency.

Currency: I USD (US Dallar) ;l

Recurring Payments

Recurring Payments section will appear ONLY if the Merchant ID has been appropriately
configured. To accept Recurring Payments for an event, choose the radio button: Recurring
payments accepted. By default, recurring payments are not accepted. For complete instructions

for mapping this section, click on the link e mem e Famens s spmenssmn sna e ithin the Recurring
Payments section.

Recurring Pagmants

Ho m pdd “RecaTaD FAFTIE™ 3% 3 LIWTHeTr apumE on

Credit Cards
Administrators select the credit cards to be used for this event form.

IMPORTANT!

Confirm with your payment processor (CyberSource) that the Merchant ID you are using for this
form is configured to accept the selected credit card types.
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How to add credit card types:
1. Select the credit card types from the

Unaccepted Cards list. See Figure 117. Inaccepted Cards: Accepted Carde:
2. Click the Add button to add the selected .
X American Express ADD — MasterCard
credit card types to the Accepted Cards Dacover s ee
st et
Cust:;(:arda
Display Order Figure 117

Use the "Move Up" and "Move Down" buttons
to change the order in which the credit cards
will display on the form.

How to add credit card types:

1. Select the credit card types from the Accepted Cards list.

2. Click the Remove button to remove the selected credit card types from the Accepted Cards
list.

Custom Credit Cards

Administrators can add custom institution/association credit cards to event forms. For example:
We could add the Harris Connect University Platinum Visa credit card as an option.

Unaccepted Cards: Accepted Cards:

American Express ADD — MasterCard
Discover Visa
Switch/Solo/Maestro Custom Card 1
Custom Cond 2

Custom Card 3

Custom Credit Cards:

If you would like to accept one or more credit cards that are not listed, enter the name(s) of the credit card(s) in the fields for "Custom Credit Cards”

NOTE: Be sure to select "Add" (above) for the custorn credit card(s) that you entered, and place them in the desired order. The name you enter for a custom credit card will
not display in the select box above - rather, it will display as "Custom Card 1'] "Custom Card 2" or "Custom Card 3" However, the name will display in the Credit Card
dropdown or radio button list on the form.

Custom Card 1: IHarn's Connect University Platinum Visa|

Custom Card 2:|

Custom Card 3'|

How to add credit card types:

1. Select Custom Card type from the Unaccepted Cards list.

2. Click the Add button to add the selected custom credit card to the Accepted Cards list.

3. Enter the credit card name you wish to display in the Credit Card type dropdown or next to
the Credit Card type radio button.
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Credit Card Components

Credit card types can display as a dropdown menu (default component) or as a radio button
selection.

Credit Card component type:

You aiso have the option to display credit cards (on the form) in a dropdown menu or in a radio button list Make your selection below.

« Display credit cards in a dropdown

8 Dizplay credit cardz in a radio button list

Merchant ID
Select the Merchant ID to be used for credit card payments.
Merchant ID

Select the merchant ID that will be used for this form:

Merchant ID: | hamis001 =l

If Merchant ID Already Selected — The selected merchant ID will display in the Current
Merchant ID field. The admin must click the Modify link in order to modify the selected merchant
ID.

Merchant ID

A Merchant ID is used to [short explanation]. Select the merchant D that will be used for this form.

Current merchant ID: | 12345( Modify

No Access To Selected Merchant ID — If the admin does not have access to the assigned
Merchant ID, the merchant ID characters are hidden with asterisks.
Merchant 1D

A Merchant ID is used to [short explanation]. Select the merchant 1D that will be used for this form.

Current merchant ID:*****|  Modify

When the admin clicks the Modify link, he/she will receive an important note. Clicking the

“Continue and modify Merchant ID” link will allow the admin to continue. The Available Merchant
ID dropdown menu will display.
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Merchant ID
A Merchant 1D iz used to [short explanation]. Select the merchant [D that will be used for this form.

Current merchant ID:|**+**

Important: You do not have access to the merchant
ID to which this form is currently set. If you set the
form to use a different merchant 10, you will not be
able to set it back to the one being used currently.

Cancel Continwe and modify Merchant IO

Merchant ID Error Handling — If an admin is attempting to change the Merchant ID for a live
form meaning the form is Active and hitting the Production payment processing server, displays
the following error message:

Important: You are about to modify the merchant ID for an active form currently connected to the
production payment processing server. If you clicked modify by mistake, please click cancel.

Cancel Continue and modify Merchant ID

No Merchant ID Error Handling — When an admin does not have access to any Merchant IDs is
attempting to configure a new form, the following error message displays.

Merchant ID

AMerchant ID s & unigue Jdentifier assigned Dy merchant accolnt provics
sWbacriptions ancior mermberahin rehewals.

Zurrent merchant ID: | Mone selected

Sarry, butvou do not have access to any merchant [Ds.

Cloze

Processing Server

The Processing Server should be set to TEST credit card processing while you are creating,
editing, and test your event. Prior to activating your event for end-users, be sure to set the
Processing Server to PRODUCTION.
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Processing Server

The information collected in this form will be sent to and processed on a credit card services server. Select the server you would like to use;

¥ Send form information to the TEST credit card processing server only
(Select this option while you are creating, editing and testing your form )

™ Send form information to the PRODUCTION credit card processing server
(Select this option when you are ready to process live credit card transactions.)
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Additional Payment Options

Administrators can specify which additional payment options (cash, invoice, pay at door, check,
or money order) are available to the registrant and which ones are only available to the
administrator.

andmonsl Pagmen Dptions

IMPORTANT!
If Check or Money Order is selected, enter a mailing address where registrants can mail in their

checks and money orders to. The Mailing Address will display on the Thank You page and
Confirmation Email.

Custom Data for Payment Processor*

*Currently, this feature is available only for CyberSource. Check with your CRM for additional payment processor
availability.

Administrators have the ability to send an additional value to CyberSource with all form
submissions. This will simplify the order reconciliation process. The following types of values may
be sent to CyberSource:

e Fixed values (such as appeal codes, scholarship designations)

e Form data entered by the user

e Profile data for authenticated users
The custom value will be appended to the Merchant Reference Number that currently appears in
Harris Form Reporting as well as most reports within the CyberSource Business Center. While
this functionality is currently only available for CyberSource, support for other payment
processors is anticipated in the future.

Ciestom Dl for Papmant Procasss

. 1§
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Edit Payment Processing

How to edit Payment Processing Options:

1. Log into the Administration Center.

2. Mouse over Forms Management in the top R T
navigation. The Forms Management sub-
menu W| I I d |S p | a y I change Payment Processing Options Confirmation

Pleage canfim the following settings

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear. credcarts: pasterGan, sa
4. Scroll down to the Manage Events section. | h. . o™
5. Click the Payment Processing link next to Lo | canel|
the appropriate form. The Payment Figure 118
Processing page will display. Select
Payment Processing Type (CyberSource,
TouchNet, etc.).
6. Select Billable Component to be passed
through to CyberSource.
7. Select whether or not you would like recurring payments to be accepted on this form.

Payment

Processor: CyberSource

Note: All institutions/associations may not be configured to accept recurring payments. Please
contact your Client Relations Manager if you are interested in this functionality.

8. Select accepted Credit Card types.

9. Enter Labels to display for Custom Cards, if applicable.

10. Select Credit Card Component (radio buttons or dropdown menu). Dropdown menu is the
default.

11. Select the Merchant ID.

12. Select the appropriate Processing Server (Test or Production).

13. Select any Additional Payment Options.

14. Include any Custom Data for Payment Processor.

15. Click the Finished button. The Change Payment Processing Options Confirmation page
will display. See Figure 118.

16. Click Change.
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Special Features & Functions

Special features & functions allows administrators to set additional configure options such as
Force Authentication, Single-Submit Only, Attendance List, Wait List, and Matching Guests.

Forced Authentication

Forced Authentication limits access to this form to registered community members. Customers
will need to enter their community User ID and Password in order to view and submit the form.

How to activate forced authentication:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section. Figure 119

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display. IMPORTANT!

6. Click the Edit Form Configuration tab at Users will be prompted to login prior to
the top of the page. The Payment accessing the event registration.

Processing page will display by default.

7. Click the Special Features & Functions
tab. The Special Features & Functions
page will display.

8. Check the Turn on Forced
Authentication for this form checkbox.
See Figure 119.

9. Click Finished, or Cancel to abort. The
page will refresh and the Update
successful confirmation will display at the
top of the page.
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Superior client service e
Strategic consulting e

or to request a demo of Harris

one-on-one training L
and on demand

[l

.| Sign In
Community Resources Please enter your User ID and Password to access members-anly festures.
P Welcome
Sign In
P My Network

Sign in to access members-only areas of the
* Alumni Directory community.

- Get Involved User ID:
- Events & Photos Password:
- Career Services Sign In

P Member Services Forgot your user ID ar
password?
Not yet registered for the community?
Take advantage of all the cormmunity has to offer! Click here to register now!

Please note: You must be using g "cookie enabled” browser in order fo access the members-only
areas, I you have disabled cookie use in your browser, pou must enable it before entering your
authentication infa.
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Single-Submit Only
Single-Submit Only limits this form to one submission per customer. Customers who attempt to
submit the form a second time will see a friendly message explaining that only one form
submission is allowed. This feature can only be enforced for customers who are authenticated
when using this form.

How to activate single-submit only:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event e s s
Registration application will appear. e

e ] o |

4. Scroll down to the Manage Events section. Fiaure 120

5. Click the Edit link next to the appropriate ‘gure
form. The Edit Forms page will display. IMPORTANT!

6. Click the Edit Form Configuration tab at  Jy N Rt YT R RN L R R R e
the top of the page. The Payment time will see a friendly message explaining that

Processing page will display by default. only one form submission is allowed.
7. Click the Special Features & Functions

tab. The Special Features & Functions
page will display.

8. Check the Turn on Single-submit Only
for this form checkbox. See Figure 120.

9. Click Finished, or Cancel to abort. The
page will refresh and the Update
successful confirmation will display at the
top of the page.
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Order Discount
The Order Discount feature allows an administrator to apply a discount to an order or event
registration. The discount can be applied while submitting the form on behalf of an end user
through the "User Order Entry" tool or when modifying an existing event registration.

Log into the Administration Center.
Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

Mouse over Events and select
Create/Manage Events. The Event

www.harrisconnect.com

How to activate the Order Discount feature: PP ———

1.
2.

i T

Figure 121

Registration application will appear.

4. Scroll down to the Manage Events
section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit Form Configuration tab (or
Edit Event Configuration if in the Event
Registration application) at the top of the
page. The Payment Processing page will
display by default.

7. Click the Special Features & Functions
tab. The Special Features & Functions
page will display.

8. Check the Turn on Order Discount for
this form checkbox. See Figure 121.

9. Click Finished, or Cancel to abort. The
page will refresh and the Update
successful confirmation will display at the
top of the page.

Note: When the Turn on Order Discount for
this form checkbox is checked for the very first
time, an ADMIN-ONLY section named "Order
Discount" is added to the form directly after the
section that contains the "Billable Component".
Once this section exists, it may not be deleted,
but it may be hidden by unchecking the Turn
on Order Discount for this form checkbox
when or if it is no longer needed. From that
point on, checking and unchecking that
checkbox will simply hide or show the section.
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The Order Discount section: o i

By default, the Order Discount section contains =

6 components - See Figure 122. z ‘: e

e Order Discount Header - This is a normal ® 0o o ®© =
header component, and may be edited. : 9 9| W |-

e Order Total Before Discount - This is a Z s
display field that reflects the total order =
cost before the discount amount is applied Figure 122

so this value may not be edited on the
rendered form. This component may NOT
be edited or deleted within the form setup.

e Discount Method - This is a dropdown
menu that allows the administrator
submitting the form to select the type of
discount to be applied -- a flat amount or a
percentage. This component may NOT be
edited or deleted within the form setup.

e Discount Amount - This is an input field
where the administrator submitting the
form may enter the dollar amount or
percentage that represents the discount.
This component may NOT be edited or

IMPORTANT!

The Order Discount section may be moved, but
it must remain on the same page as the billable
component. Additionally, if no billable
component is defined on the form, the Order
Discount feature will not be available. If the

billable component gets deleted or "undefined"
after an Order Discount section has been
created, an error message will be displayed on
the Preview Event tab indicating that a Billable
Component must be configured in order for the
form to be processed properly

deleted within the form setup. o Order Total After Discount - This is a

e Applied Discount - This is a display field display field that reflects the total order cost
that reflects the calculated discount after the discount amount is applied so this
amount in dollars based on the entered value may not be modified on the rendered
Discount Method and Discount Amount so form. This component may NOT be edited
this value may not be edited on the or deleted within the form setup.

rendered form. This component may NOT
be edited or deleted within the form setup.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 79



How to apply an Order Discount:

HARRIS fig CONNECT
-

Once the Order Discount feature has been
activated, the Order Discount section will
appear in the admin version of the form (from
within the User Order Entry application or
when using the “Admin Preview” within Event
Registration) - See Figure 123

1.
2.

Log into the Administration Center.
Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

Mouse over Events and select Register
User For an Event.

The User Order Entry application will
appear.

Select the appropriate form and then
select/locate the appropriate user to
submit the form for. The “Admin View”
version of the form will display.

Enter all the required form information.
Select the appropriate Discount Method
from the drop down based on the type of
discount you’d like to apply. The options
are either “Flat Amount” or “Percent”.
Enter the appropriate Discount Amount
value. The Applied Discount and Order
Total After Discount fields will be
recalculated automatically to reflect the
discount amount. If an order Total
component is included on the form, it will

also be recalculated to reflect the discount.

Click Submit to submit the order. The
Billed Amount indicated on the Thank You
page will reflect the applied discount.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY.
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Order Discount

Order Total Before Discount §250.00

Discount Method Percent b

Discount Amount 10.00

Applied Discount §25.00

Order Total After Discount §225.00
Figure 123

Note: An administrator may apply an order
discount to a new form submission or an order
modification, but once a discount has been
applied, the community user may not modify it —
instead, the user will be instructed to contact
their administrator to make modifications to
their order.
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Attendance List

Attendance List is used to show a list of confirmed attendees on your event registration page. A
View Attendance List link will display under the event description. When users click the link,
they will see a popup window that displays all the attendees that have registered for the event.
The Attendance List is active by default on all events.

Event Attendance

Attendance list | View sttendance summary | Add an sttendes

Class Year LastName First Name Registration Date & Time Guests

19599 Slosson Eric Feb 16 2010 12:11PM Roland Nave View attendee details
1998 Nave Roland Feb 16 2010 12:13PM Slossy Sloss, Class of 1995 View attendee details

Spivey Matasha Feb 16 2010 12:14PM Denzel Washington View attendee details
2002 Brashares Matt Feb 16 2010 12:15PM View attendee details
1998 White Adia Feb 16 2010 12:18FM View attendee details

Nugent Julie Feb 16 2010 12:19PM View attendee details
1993 Henderson Michele Feb 16 2010 12:26PM View sttendee details

Whipple Brett Feb 16 2010 12:53PM View attendee details
1988 Avery Hardeep Feb 16 2010 1:47PM Tim Avery View attendee details
200z Branner Amanda Feb 16 2010 4:30PM View attendee details

Wiener Marc Feb 17 2010 9:07AM View attendee details
1992 Love Chris Feb 17 2010 10:17AM View sttendee details
2002 Mesquita Caryne Feb 17 2010 11:57AM Clive Owen View attendee details
19390 Stewart-Kelley Susan Feb 17 2010 4:03PM Steva Kellay View attendee details
1994 Spivey Matasha Feb 18 2010 11:41AM Morgan Taylor View attendee details

Jackson Brown

Customize Attendance List

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management

CUSTOMIZE ATTENDANCE LIST DISPLAY

Select the information modules that you would like to display on the Attendsnce List. (optionai)

L T e B s
sub-menu will display. Regiseation atitic
3. Mouse over EVents and Select The date & time stamp of when the first end last sttendees registered
Create/Manage Events. The Event
R . R . . Seledt the fields. that you would like to display on the Attendance List:
Registration application will appear. Avaitable feics Seleoted flds
4. Scroll down to the Manage Events E;E;gggggm womm ;é;s“?;; 53w uce
section. Camarie Cmee) e e Tme
. . . . Home City Guests
5. Click the Edit link next to the appropriate Home Courtry P
form. The Edit Forms page will display. .
Figure 124

6. Click the Edit Event Configuration tab at
the top of the page. The Payment
Processing page will display by default.
7. Click the Special Features & Functions
tab. The Special Features & Functions
page will display.
Scroll down to the Attendance List section. See Figure 124.
Uncheck the appropriate checkbox if you do not wish to display the Registration Statistics
and Date & time stamp of when the first and last attendees registered for the customer
or administrator.
10. Add additional fields from the Available fields list, by highlighting the field and clicking the Add
button. The newly added field will appear in the Selected fields list.
11. Click Finished. The Special Features and Function page will refresh.

©

Re-order Selected Fields Remove Selected Fields
1. Select the appropriate Selected field 1. Select the appropriate Selected field

2. Use the Move Down and Move Up button
to re-order.
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2. Use the Remove button to remove the
field. The field will return to the Available
field list.
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View Attendance List (Admin View,
How to view the attendance list:

1. Log into the Administration Center.

2. Mouse over Forms Management in the Turn on Atiendance List for this event

top navigation. The Forms Management

Sub_menu Wi” display D Show the link to the attendance list when there is a minimum of attendess.
3. Mouse over Events and select Figure 125

Create/Manage Events. The Event
Registration application will appear.

Event Attendance

4. Scroll down to the Manage Events SN e et
section. T e rera g e
5. Click the Edit link next to the e e
appropriate form. The Edit Forms page [P
will display. e o s o
6. Click the Edit Event Configuration tab e
at the top of the page. The Payment TZZE :,“ H e :E o e o i atenes derais
Processing page will display by default. Bt e e e e
7. Click the Special Features & Figure 126

Functions tab. The Special Features &
Functions page will display.

8. Click the View current attendance list
link. See Figure 125. The current
attendance list will display. See Figure
126.

Add Attendee to Attendance List
Administrators may need to add offline registrants to the attendance list.

How to add an attendee to the attendance list:

1. Log into the Administration Center.

2. Mouse over Forms Management in the lot | vewatend [y P —
top navigation. The Forms Management e e IS
sub-menu will display. O

3. Mouse over Events and select oo e raiesoio e
Create/Manage Events. The Event ST et ety
Registration application will appear. T

4. Scroll down to the Manage Events section. == = amance | Feb 1e30i0 420

5. Click the Edit link next to the appropriate

2003 Mesquita Canyne Fsb 17 2010 11:578M Clive Owen

form. The Edit Forms page will display. LRI o
6. Click the Edit Event Configuration tab at Figure 12;“
the top of the page. The Payment
Processing page will display by default. P ———
7. Click the Special Features & Functions

© Display my name publicly in the attendee list for this event.

tab. The Special Features & Functions
page will display.
8. Click the View current attendance list link.
The current attendance list will display. Last Name
9. Click the Add a new attendee link. See
Figure 127. The Attendee details page will

display. See Figure 128.
10. Complete the form. Figure 128

O Do not display my name publicly in the sttendee list for this event.

Class Year

First Name
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Click Save, or Cancel to abort. The Event
Attendance page will refresh with the newly
added attendee details displayed.

www.harrisconnect.com

IMPORTANT!

an attendee to the Attendance List does NOT automaticall

register them for the event.

Modify Attendee Detail on the Attendance List
How to modify an attendee’s details in the attendance list:

1.
2.

10.

11.
12.

Log into the Administration Center.
Mouse over Forms Management in the top
navigation. The Forms Management sub-
menu will display.

Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

Scroll down to the Manage Events section.
Click the Edit link next to the appropriate
form. The Edit Forms page will display.
Click the Edit Event Configuration tab at
the top of the page. The Payment
Processing page will display by default.
Click the Special Features & Functions
tab. The Special Features & Functions page
will display.

Click the View current attendance list link.
The current attendance list will display.
Click the View attendee details link next to
the appropriate attendee’s name. See
Figure 129. The Attendee details page will
display. See Figure 130.

Click the Modify attendee details link. The
Attendee Details page will display in edit
mode. See Figure 131.

Make the appropriate modifications.

Click Save, or Cancel to abort. The Event
Attendance page will refresh with the
modified information displayed.
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Attendance list | View sttendance summary | Add an stiendes
Class v

o

2002 va
9wy Adia
SRS SRS 4

Fe
;‘ o R 'v..g

Figure 129
Attendee Details
Privacy settings:
@ Display my name publicly in the sttendae list for this event.
O Do not display my name publicly in the attendea list for this event.
Class Year
Last Name
First Name
Figure 130
Attendee Details
Privacy settings:
© Display my name publicly in the sttendes list for this event.
© Do not display my name publicly in the attendee list for this event.
Class Year
1994
Last Name
Spivey
First Name
Matasha
Figure 131
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How to remove an attendee from the attendance list:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit Event Configuration tab at
the top of the page. The Payment
Processing page will display by default.

7. Click the Special Features & Functions
tab. The Special Features & Functions
page will display.

8. Click the View current attendance list link.
The current attendance list will display.

9. Click the View attendee details link next
to the appropriate attendee’s name. The
Attendee details page will display.

10. Click the Remove from attendee list link.
See Figure 132. The Attendance List will
display without the removed attendee
listed.

Add a Guest to the Attendance List

Attendee details | Modify |{(Remove from attendee list
Added on: Feb 16 2010 12:14PM

Listing is: Public

Class Year:

Last Name: Spivey

First Name: Natasha

Registration Date & Time: Feb 15 2010 12:14PM

Guest list | 2Add 3 quest

First Name Last Name Class Year

Denzel Washington

=% Wiew attendance list

Figure 132

IMPORTANT!
Attendee’s who registrations have been

cancelled will automatically be removed from
the Attendance List.

How to add a guest to the attendance list:

1. Log into the Administration Center.

2. Mouse over Forms Management in the top
navigation. The Forms Management sub-
menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit Event Configuration tab at
the top of the page. The Payment
Processing page will display by default.

7. Click the Special Features & Functions
tab. The Special Features & Functions page
will display.

8. Click the View current attendance list link.
The current attendance list will display.

9. Click the View attendee details link next to
the appropriate attendee’s name. The
Attendee details page will displays.

10. Click the Add a guest link. See Figure 133.
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Attendee details | Modify | Remove from attendes list

Added on: Feb 16 2010 12:14PM
Listing is: Fublic

Class Year:

Last Name: Spivey

First Name: Natasha

Registration Date & Time: Feb 16 2010 12:14PM

Guest list quest ) f—

First Name Last Name Class ¥ear

Denzel Washington

Figure 133
Guest Details
Privacy settings:
) Display this guest's name publicly in the attandee list for this avent.
3 Do not display this guest's name publicly in the attendee list for this event.
First Name
Last Name
Class Year
Figure 134

IMPORTANT!
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The Attendance List will display without the Adding a guest to the Attendance List does
removed attendee. NOT automatically register them for the event.
11. Complete the form. See Figure 134.
12. Click Save changes, or Cancel to abort.
The Event Attendance page will refresh with
the newly added attendee details displayed.

Deactivate Attendance List

How to deactivate the attendance list:

1. Log into the Administration Center.
2. Mouse over Forms Management in the

top naVigation' The FOfmS Management D Turn on Attendsnce Lizf for this event

sub-menu will display.
3. Mouse over Events and select Figure 135

Create/Manage Events. The Event

Registration application will appear. Note: The Attendance List can also be flagged as
4. Scroll down to the Manage Events “hidden” under Edit Event Pages.

section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit Event Configuration tab
at the top of the page. The Payment
Processing page will display by default.

7. Click the Special Features & Functions
tab. The Special Features & Functions
page will display.

8. Uncheck the Turn on Attendance List
view for this event checkbox. See
Figure 135.

9. Click Finished, or Cancel to abort. The
page will refresh and the Update
successful confirmation will display at the
top of the page.

Attendance List Trigger
Administrators may choose to display the attendance list link ONLY when a minimum number of
attendees have registered.

How to configure the attendance list to show based on # of registrants:

1. Log into the Administration Center.

2. Mouse over Forms Management in the Tum on Aftendarce List for this event
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select Figure 136
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate form. The Edit Forms page will display.

6. Click the Edit Event Configuration tab at the top of the page. The Payment Processing
page will display by default.

7. Click the Special Features & Functions tab. The Special Features & Functions page will
display.

Show the link to the stendance list when there is a minimum of |5 attendess
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8. Check the "Only show the link to the attendance list when there is a minimum of X
attendees" checkbox and enter the number of minimum attendees. See Figure 136.

9. Click Finished, or Cancel to abort. The page will refresh and the Update successful
confirmation will display at the top of the page.

Waiting List

Waiting List allows customers to add themselves to the waiting list for this event. When this
feature is enabled, a link will display on the form, which will open a popup window displaying the
waiting list.

Activate Waiting List

How to activate the Waiting List:

1.
2.

9.

10.

Log into the Administration Center.
Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

Scroll down to the Manage Events section.
Click the Edit link next to the appropriate
form. The Edit Forms page will display.
Click the Edit Event Configuration tab at
the top of the page. The Payment
Processing page will display by default.
Click the Special Features & Functions tab. The Special Features & Functions page will
display.

Check the Turn on Waiting List for this event checkbox. The page will refresh. See Figure
136.

Select whether the waiting list link should appear at all times, or if the link should only appear
when the inventory for at least one event item in this event is reached.

Click Finished, or Cancel to abort. The page will refresh and the Update successful
confirmation will display at the top of the page.

Turn on Waiting Lizt for this event

@ Display waiting list link onoe inventory is reached.

O Display waiting list at all times, regardless of inventory status.

Figure 137

Deactivate Waiting List

How to deactivate Wait List:

1.
2.

Log into the Administration Center.
Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display. Figure 138

Mouse over Events and select

Create/Manage Events. The Event

Registration application will appear.

Scroll down to the Manage Events section.

Click the Edit link next to the appropriate

form. The Edit Forms page will display.

Click the Edit Event Configuration tab at

the top of the page. The Payment

Processing page will display by default.

Uncheck the Turn on Waiting List for this event checkbox. See Figure 138.

Click Finished, or Cancel to abort. The page will refresh and the Update successful
confirmation will display at the top of the page.

D Turn on Waiting List for this event
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Add Potential Attendee to the Waiting List

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management

SUb_menu WI” d|3p|ay Add a new waiting list entry
3. Mouse over Events and select g
Create/Manage Events. The Event

Registration application will appear.
4. Scroll down to the Manage Events

Waiting List Summary

Total number of entries: 0

Hame Email Address

There ara no waiting list entries for this event.

section. Figure 139
5. Click the Edit link next to the appropriate
form. The Edit Forms page will display. = i) [
6. Click the Edit Event Configuration tab Waiting List
at the top of the page. The Payment e e e RS B R S
Processing page will display by default. ame
7. Click the Special Features & it Address

Functions tab. The Special Features &
Functions page will display.

8. Click the View current waiting list link.
The Waiting List Summary page will

Phone

Remarks.

Contacted

display. Click the Add a new waiting Oes

list entry link. See Figure 140. Contacte Remarks
9. The Modify waiting list entry page will

display. See Figure 140.

Figure 140
Note: The administrator’s name and email . )
address will display by default. 12. Switch User section at top of page enables
an administrator to quickly add a member using

10. Complete the form. the members HPC_ID.

11. Click Update Waiting List Entry, or
Cancel to abort. The Waiting List will
display with the newly added entry
listed.
Remove Potential Attendee from the Waiting List

How to remove a potential attendee from the waiting list:

1. Log into the Administration Center.

2. Mouse over Forms Management in the mer o v st o 1 210 s
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events
section. Figure 141

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit Event Configuration tab at
the top of the page. The Payment
Processing page will display by default.

7. Click the Special Features & Functions tab. The Special Features & Functions page will
display.

2 ragular tickets.
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8. Click the View current waiting list link. The Modify waiting list entry page will display.
9. Click the View entry details link to the appropriate entry’s name. The Waiting List Entry
Details page will display.
10. Click the Remove link. See Figure 141. The Waiting List page will display with the removed
entry not displaying.

Modify Potential Attendee on the Waiting List

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select

s added on: Feb 19 2010 4:50PM
s added on: Feb 19 2010 4:S0PM

Create/Manage Events. The Event i adiress T
Registration application will appear. fermne
4. Scroll down to the Manage Events B ——
section. s Figure 142
5. Click the Edit link next to the appropriate
form. The Edit Forms page will display. s e
6. Click the Edit Event Configuration tab at waiting ist
the top of the page. The Payment o upe o i s, gl e st el nd el e Mo s

Processing page will display by default.
7. Click the Special Features & Functions
tab. The Special Features & Functions

page will display. e - _
8. Click the View current waiting list link. | =
The Modify waiting list entry page will

display.

9. Click the View entry details link to the
appropriate entry’s name. The Waiting
List Entry Details page will display.

10. Click the Modify link. See Figure 142.
The Modify waiting list entry page will
display. See Figure 143.

11. Complete the form.

12. Click Update Waiting List Entry, or
Cancel to abort. The Waiting List will
display with the modified information
listed.

Updte Wating s By | Canc |
Figure 143
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The Matching Guest feature allows the registrant to indicate which guest will be accompanying
them to the event or sub-events. When this feature is enabled, a "Guest Information" page will be
displayed prior to form submission. On this page, each event item or sub-event will be displayed
with a list of guests and checkboxes. The registrant must select the appropriate number of
attendees for each event item or sub-event. If the registrant attempts to select more attendees
then they have registered for, an error message will display.

IMPORTANT!
You must select an event template that
automatically includes the matching guest
feature such as the Event with guests or

Multi-page guest event templates.

The matching guest feature cannot be
activated via the Edit Event Configuration >
Special Features & Function tab.

To Be Determined (TBD) Guests

Event Registration

Guest Information

Please select the guests that will accompany you to each event below.

Alumni Tickets
(Select 1)
M Larry Nellman
[T Lauren Nellman
Child Ticket (12 and under)
(Select 1)
[T Larry Nellman
¥ Lauren Nellman

Confirmation

Please check your information carefully for accuracy, and then click "Submit.”

Submit

If the registrant is not sure of “who” will be accompanying them the event or sub-events, he/she
can leave the Guest Information blank, and TBD will display for the unknown Guest Listing.

IMPORTANT!
The Matching Guest section must display on separate page from the Event Guest section.

If the admin chooses to hide the Matching Guest page, all guests will display in Event Reporting
for each event item or sub-event.

How to deactivate matching guests:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the page tab where the Match Guest
page is on.

7. Click the Hide link next to the Match
Guest section. See Figure 144.
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[@ visual edit mode Preview this page Create a ne

Page Sections:
JawvaSeript Functions o Edit
1 Match Guest: ° Edit| Rename | Del (e1_
Submit Butt ° Edit| Hide
Figure 144
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Credits (Refunds)

Enabling credits allows alumni/members to modify or cancel their order or registration and to
request credit. A link to the order modification interface will appear within the online community
once an order or registration has been submitted. See Figure 145.

Event Registration
Registration History

To view, modify or cancel a registration, select the event below.

Event Title Event Date Reference Number Order Date Billed
Raleigh Wine & Cheese 05/30,/2009 EX02-3081-896740 04/16/2009 £30.00
Alumni Ice Cream Social 05/23/2009 EX021124364 02/04/2009 $15.00
Credit Pending
Homecoming 2008 06/06/2009 EX02-1394-781935 08/10/2008 $15.00
Reunion 2007 0&,/06/2009 EX02-1394-779784 07/258/2008 $25.00
Figure 145

How to activate credits/refunds for members:

1. Log into the Administration Center.

2. Mouse over Forms Management in the Allow customer to request oedits
top navigation. The Forms Management
sub-menu will display. Requests for credit will be accepted until:
3. Mouse over Events and select
Create/Manage Events. The Event |JEII'IUEIF5' [V] |1 [V] |21]'[|*E~ [V]

Registration application will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit Event Configuration tab at
the top of the page. The Payment
Processing page will display by default.

7. Click the Special Features & Functions tab. The Special Features & Functions page will
display.

8. Scroll down to the Credits section.

9. Check the Allow customer to request credit checkbox. The credit section will expand to
display the date option. See Figure 146.

10. Select the appropriate date.

11. Click Finished, or Cancel to abort. The Special Features and Function page will display with
the Update successful on screen confirmation at the top.

Figure 146
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Non-calendar Event

Defining an event as a Non-calendar event prevents it from displaying on the public event
calendar. It is important to set a new event as “non-calendar” while you test the functionality of
the event form. Once you have successfully set online processing to hit the Production (live)
server, you need to remove the non-calendar feature.

A non-calendar events graphic icon displays next to the Event Name on the Create and Manage
Event page. See Figure 147.

2624 | Wine & Cheese m Non-calendar event Active
Event
Wine & Cheese i i X . i . i o
Event I Preview | Edit| Thank You Page | Confirmation Email | Payment Processing | Campaigns | Activation

Rename | Copy | Delete

Figure 147
1. Log into the Administration Center. Non-calendar event
2' Mouse over Forms Management in the Defining an event as a Non-calendar event prevents it from displaying on the community calendar.
top navigation. The Forms Management
SUb-menU WI” dISpIay [¥ Define this event as a Non-calendar event
3. Mouse over Events and select Figure 148

Create/Manage Events. The Event
Registration application will appear.
4. Scroll down to the Manage Events
section.
5. Click the Edit link next to the appropriate form. The Edit Forms page will display.
6. Click the Edit Event Configuration tab at the top of the page. The Payment Processing
page will display by default.
7. Click the Special Features & Functions tab. The Special Features & Functions page will
display.
Scroll down to the Non-calendar Event section.
Check the Define this event as a Non-calendar event checkbox. See Figure 148.
0. Click Finished, or Cancel to abort. The Special Features and Function page will display with
the Update successful on screen confirmation at the top.

How to unset an event as non-calendar:

1. Log into the Administration Center.

2. Mouse over Forms Management in the top navigation. The Forms Management sub-menu
will display.

3. Mouse over Events and select Create/Manage Events. The Event Registration application
will appear.

4. Scroll down to the Manage Events section.

5. Click the Edit link next to the appropriate form. The Edit Forms page will display.

6. Click the Edit Event Configuration tab at the top of the page. The Payment Processing
page will display by default.

7. Click the Special Features & Functions tab. The Special Features & Functions page will

display.

Scroll down to the Non-calendar Event section.

Uncheck the Define this event as a Non-calendar event checkbox. See Figure 148.

0. Click Finished, or Cancel to abort. The Special Features and Function page will display with

the Update successful on screen confirmation at the top.

= © @

S ©0®
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Categories & Campaigns

Campaigns

The Campaigns feature enables an administrator to assign an Event form to a particular
campaign. For example: The Annual Fund ~ Alumni Gifts form could be assigned to Annual
Fund 2009 Campaign. In the future, administrators will be able to pull reports on specific
campaigns.

Add an Event Campaign
How to add a campaign:

1. Log into the Administration Center.

2. Mouse over Community Management in
the top navigation. The Community
Management sub-menu will display. e i

3. Mouse over Configuration. Select Add o =
Campaigns. The Add campaigns page will o o e 2581
appear. See Figure 149.

4. Enter the Campaign name. Click Add
Campaign. The page will refresh and the
Added <new campaign name> to
campaign list confirmation will display at Afar o4 a0 campaigns, ey =y B 1sgned o
the top of the page.

Configuration: Campaigns

Figure 149
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How to assign a campaign:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events
section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit Event Configuration tab
at the top of the page. The Payment
Processing page will display by default.

7. Click the Categories & Campaigns tab.
The Categories & Campaigns page will
display.

8. Select one or more campaigns from the
Available campaigns list.

9. Click the Add button () to

add the select campaign(s) to the
Selected campaigns list.

10. Click Finished, or Cancel to abort. The
page will refresh and the Campaign
mapping successful confirmation will
display at the top of the page.

11. Click the link Manage your organization’s

www.harrisconnect.com

L L L

campaigns in this section to add
additional campaigns or assign a
campaign to an additional application.
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Categories

The Category feature enables an administrator to assign an Event form to a particular category.
For example, the Boston Holiday Party event form might be assigned to the category Boston
Chapter.

Add an Event Category

How to add a category:

1.

2.

Log into the Administration Configuration: Cateqories

Center.

Mouse over Community

Management in the top A ared manage 1orm Gl lagorss
navigation. The Community [T ety

Management sub-menu will
display.

Mouse over Configuration. P—————. S
Select Manage /Add Form LJJJ-----|| ....... s : . .....
Categories. The o P — —

Configuration: Categories
page will appear. Click the

THO Dance-A-Than | o Fopit Al i 1

Add A Category Link. See ;"miﬁ?;f‘.w D=
Figure 150. P p—

The popup box will appear.
See Figure 151.
Enter the Category name
and the forms for which it
will be used. Click Save or - ety e e
Cancel. Camgeryrane e
The new category will be
inserted alphabetically into
the list of Category names. en] [Coen)

Figure 151

Figure 150

Note: the Categories & Campaigns page is
also accessible from the Assign Event
Categories page by clicking the link Manage
your organization’s categories.
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How to assign a category to a form:

1. Log into the Administration Center.

2. Mouse over Forms Management in the
top navigation. The Forms Management
sub-menu will display.

3. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear.

4. Scroll down to the Manage Events
section.

5. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

6. Click the Edit Event Configuration tab
at the top of the page. The Payment
Processing page will display by default.

7. Click the Categories & Campaigns tab.
The Categories & Campaigns page will
display.

8. Select one or more categories from the
Available categories list.

9. Click the Add button () to

add the selected category to the
Selected categories list.
10. Click Finished, or Cancel to abort.

Note: Click the link in this section Manage
your organization’s categories to add
additional categories or assign a campaign to
an additional application.
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Branding

Branding allows institutions and associations to create Event Forms with a different design (look
& feel).

Modify Branding/Wrapper
How to modify event form branding/wrapper:

1. Log into the Administration Ear Evert Fages_| [ Frovemben |
Center.
2 Mouse over Forms ::I::.I:I;I PAYMENT PROCERHMG | SPECIAL FEATURES & FUMCTIONS | CATEGORES & CRMRPAIGNS | |
Management in the top
navigation. The Forms S B aptara by
Management sub-menu will e aceg
display. O o s e, ol i o e s 0 ol Brmachng o e . T
3 Mouse over Events and e 8 o o e g S o e 8B et T o e B £ e
select Create/Manage
Events. The Event R
Registration application will m———

appear. Figure 151

4. Scroll down to the Manage
Events section.

5. Click the Edit link next to the
appropriate form. The Edit
Forms page will display.

6. Click the Edit Event
Configuration tab at the top
of the page. The Payment
Processing page will display
by default.

7. Select Branding tab. The Branding page will display.
See Figure 151.

8. Select appropriate branding radio button.

9. Click Finish, or Cancel to abort. The page will refresh
and the Branding successfully updated confirmation will
display at the top of the page.

Note: Use the Preview link to
view the form with the current
branding
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Profile Data Management

Profile Data Management allows the institution/association to determine if the user can update his
profile information with the data collected in the Event form. A user must be logged into the form
(using the Registered Member Prompt section) for this feature to work.

The available profile data management options:
e Always use updated data on the form submission only, do not update the customer's
profile with data changes (default setting)
e Always update the customer's profile with data changes
e Allow customer to choose whether or not to have their profile updated with any data
changes that they make

Suggestion: It is recommended to allow users to choose whether or not their profile data will be
updated with any changes they make on this form.

Activate Profile Data Management

HOW to activate proﬁle data managq ement: Select your profile data management options below.

11. Log into the Administration Center. ProfRe toddle ogtiens — _
.  Always use updated data on the form submission only , do not update the customer's profie with data
12. Mouse over Forms Management in the enanges
. . () Afways update the customer's profie with data changes.
top navigation. The Forms Management
Su b-me n u Wi II d iS p |ay' Profile Update Confirmation Checkbox
1. Mouse over Events and select ranges ey mare o e o 3rofie Update Confirmation Compandnt. (o checkbes) vl oe ees o
C reateIM anage Events . The Event form. ou may enter the properties for this new component below.
; anage Eve ; e rereetesterrersitiovtreiececres R
Rengtratlon appllcatlon WI” appear i Label: Update my profile with changes I've made on this form.
2. Scroll down to the Manage Events section.

@ Allow customer to choose whether or not to have their profie updated with any data changes that they make

Initial setting: O Checked () Unchecked

3. Click the Edit link next to the appropriate =
form. The Edit Forms page will display.
4. Click the Edit Event Configuration tab at
the top of the page. The Payment Figure 152

Processing page will display by default. .
5. Select Profile Data Management tab. The ~ Notes: _
Profile Data Management page will display. ® By default, the checkbox component will be

See Figure 152. inserted as the first component on your
6. Select your profile data management form.
option. e The checkbox may be moved and edited
like any other component, but it may not be
If allowing users to choose whether or not their hidden or deleted.
profile data... e If you change these Profile Data
Management settings at a later date, this
7. Enter Label. checkbox will automatically be removed
8. Select Initial setting (Checked or from this form.
Unchecked). Unchecked is the default
setting.

9. Click Save, or Cancel to abort.

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 97



HARRIS fig CONNECT
-

www.harrisconnect.com
Status Flag Trigger
Status Flag Trigger allows you to update a status flag in a customer's profile, based on form input
or form submission. For example: Once the event form has been successfully submitted, the
Reunion Status data field can be updated from “Not registered’ to “Registered”.

How to set the status flag trigger: St o et

13. Log into the Administration Center.
14. Mouse over Forms Management in the
top navigation. The Forms Management

g
B
2
&
<

E

5

sub-menu will display. B O
1. Mouse over Events and select ettt e it e e i -
Create/Manage Events. The Event o o5 e e o
Registration application will appear i e fem e e e ete e
2. Scroll down to the Manage Events
section. Figure 153
3. Click the Edit link next to the appropriate
form. The Edit Forms page will display. T ewomn o s o i ety s, o g v
4. Click the Edit Event Configuration tab at Ereeneth G e ven rehes §
the top of the page. The Payment e p——— 3
Processing page will display by default.
5. Select Profile Data Management tab. The
Profile Data Management page will
display.
6. Click the Create a new status flag trigger
link at the bottom of the page. The Create
=l

and edit status flag triggers page will -
display. See Figure 153. Figure 154
7. Enter the Trigger name.
8. Select the Profile data field.
9. Select the flag value (Alphanumeric or
Date)
10. Select Trigger type (Form Submission or
Form Input).
11. If Form input trigger type is select, select
the components or component-options.
See Figure 154.
12. Click Save, or Cancel to abort.
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Tell-A-Friend

Tell-A-Friend allows users to refer other friends and family to your Event form. The tell-a-friend
link is added to the bottom of the Thank You page. See Figure 157. which allows the user to tell
a friend about this event. If the user clicks on the link, the tell-a-friend page will open in a new
browser window. See Figure 158. Contact your Client Relations Manager to activate this feature.

. Sefect your ftiencls from the st of contacts below. To 3 "SI key.
HARRIS ffg CONNECT Tor ‘Selectyour friends from the list of contacts below. To select more than one, hold down the "Shift” key.
et {0 cotacis 1o chosse fom)

Online Giving

bR Thank you o yous g,
riends, enter
Weicome our eredi card has been Charged
e Nstwork: s _babygin 57@yshoo.com H
Soarch for Ahamei Wi racomimand you Arnt this page for your recards:
oy Protie
Ghosi Seswch Hame Natasha Epivey =
s Frocassin 1410212007 15:08:1
oiessing Date DAM2E00T 16,0013 From: olcpro@behartispub.com
» 1400 Cross Ways Bivd
e ch ke, VA US 23320
“hesapesta, ¥ Check here Ifwould like to recelve @ copy of this email,
Abires Chapars Phone:
Carear et Emai nsivey@hamiscannectcam
Coreer Certer Credi card i Sublect: 14 like o share this opportunity with you!
et Charge Confimation Number.  EXD2-392263
elow Pages Message: [ H
G Gring Recurting number of payments: & )
Wemeesni Form Recuning G Amount 50 st v o E502. why dori yous?
Permanent Emat Recuting requancy. mantly
b Everts Recurring st date 04m212007 ke,
Werber Sarvioss

S —

Figure 155

Clear Form | | Cancel
Figure 158

The recipient’s email will contain the message the customer submitted, with a link to the form.
See Figure 156.

Date: Maon, 2 Apr 2007 15:13:10 -0400 (EDT)

"Account Admin" <olcpro@bcharrizpub, com= mﬁdd to Address Book  H Add Mabile

From:
Alart

To: itz_babygitl7S7@yahoo. com

Subject: I'd like to share thiz opportunity with you!

Your friend Account Admin wants to share this opportunity with youl
Your friend's comments:

Hi,

I just gave to EX0Z...why don't you?

Thanks,
Natasha

Glearn maore about this form please click here ) -

Figure 156

© 2010 Harris Connect, LLC CONFIDENTIAL & PROPRIETARY. PAGE 99



HARRIS fig CONNECT
-

L g

www.harrisconnect.com

Configure Tell-A-Friend

How to configure the Tell-A-Friend for a specific event:
15. Log into the Administration Center.

16. Mouse over Forms Management in the [J include the "Tell a friend” link on the Thank you page
top navigation. The Forms Management Link Text:  [Tell afriend!
sub-menu will dlsplay Subject Text: ||'d like to share this opportunity with you!
1. Mouse over Events and select
Create/Manage Events. The Event
Registration application will appear Figure 157
2. Scroll down to the Manage Events
section.

3. Click the Edit link next to the appropriate
form. The Edit Forms page will display.

4. Click the Edit Event Configuration tab
at the top of the page.

5. Select Tell A Friend tab. The Tell-a-
Friend page will display.

6. Check the Include the "Tell a friend"
link on the Thank you page checkbox.

7. Modify the Link Text. “Tell a friend!” is
the default link text.

8. Modify the Subject Text. “I'd like to
share this opportunity with you!” Is the
default subject text. See Figure 157.

9. Click Finished, or Cancel to abort.
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Appendix A: Adding default parameters to form links

Normally, when a form link is included on a web page or in an email, the “Form URL” provided on
the Preview tab within the associated form application is used (see image below). However,
default parameters may be added to that standard Form URL in order to set default values in
certain form fields when the end user clicks on the link and views the form. For example, this
feature could be used to set the default value of an optional “Receive our monthly newsletter”
checkbox to be checked for all individuals who click the form link.

To add default parameters to a form link, append the appropriate values to the standard form link

as follows:

1. Determine the link for the appropriate form (this can be found on the Preview tab within the
associated form application as shown below. See Figure 161.

Event Registration

Creste & Manage Forms > Edit "Wine & Chaasea Event 235apti0™

Edit Event Pages I Edit Event Configuration IrEuiaw Ex

v | ADsmn view

Selectthe page you would Nke to previaw
Pags 1
Page 2
Thiasnk you page (Yerson A)
Thiank o page (Wersion B)

Confirmation Email

Forrm URL /

htipes:asae alumniconmections.comiohc pulyE K02 ievent showEventForm.gspiform id=64531

Figure 161

2. Atthe end of the form link URL, add an ampersand (“&”) followed by “referrer_type="and the
appropriate referrer type code as described below:

a. “UR”: when this code is used, the values passed via the default parameters will take
precedence over existing profile values for authenticated users. So, if a user is
authenticated, and the fields that are being set by the default parameters have ALSO
been set up to be pre-populated with profile data, the form will display the default
parameter values when the user clicks the link.

b. “UP”: when this code is used, existing profile data will take precedence over the
values passed via the default parameters for authenticated users. So, if a user is
authenticated, and the fields that are being set by the default parameters have ALSO
been set up to be pre-populated with profile data, the form will display the profile data
when the user clicks the link.

Note that if the user clicking the form link is not authenticated, the default parameter
values will always display.
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3. Add another ampersand (“&”) followed by the identifier of the form component that you want
to pre-populate followed by an equal sign (“=") and the desired default value for that
component (e.g., “&home_lastname=Smith”). The form component identifier can be found on
the Edit section page within the appropriate form application. See Figure 158. Repeat this
step for each additional default parameter to be included in the form link.

IMPORTANT!
Parameters must follow URL-encoding standards. For example,

@ = %40 (i.e._mschanba%40harrisconnect.com

a space = + sign or %20 (i.e. 123+Main+Street or 123%20Main%20Street)

see the online reference http://www.w3schools.com/tags/ref urlencode.asp

"Personal Information” Components:

ORDER KEY PROPERTIES

1 Personal Info pers_info_labkell
Label

[}

etc.)

3 First Hame: INFUT

BTy QUSRS S A S sC A Y pp——"oumr S S .

Figure 158

Title: (Mr., Ms., | home_prefiname

© 0 0

4. Include the revised link in an email or on a web page to make it available to constituents.

An example of a standard form link with default parameters:
https://secure.www.alumniconnections.com/olc/pub/ORGCODE/onlinegiving/showGivingForm.jsp
?form_id=FORMID&referrer type=UR&billing country=USA

A constituent clicking this link would access the form such that the billing_country

component would be set to “USA” by default and any profile data used to pre-populate that
component would be ignored
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