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All licensed Cvent users have access to the Cvent Academy. Countless sessions are
available regardless of your existing knowledge. Once logged in you can:

1. Browse the course catalog and enroll.

2. See your learning plan to find courses and/or Certifications you have enrolled in.
Courses are tracked by those not started, in progress, and completed.

3. Get recommended training resources after filling out an interactive guide.

4. Find certifications available for free.
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Login to Cvent Academy

e Once logged into Cvent, find the Question Mark icon in the top right corner. Select
Help & Support or Cvent Community in the dropdown.
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e Select Training in the top right.
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e Choose Sign In With SSO.
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e Use your Cvent account (default)
e Add the Account Name = UCCOO003
e Select Next

cvent
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Continue to Academy
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UCCO0003

¢ Input the same Username and Password you use to log in to Cvent

Recommended Sessions

The below courses are recommended based on how users at CU leverage Cvent. You are
welcome to browse the available courses for resources on additional topics.

New User Resources

e Event Creation 3 | 33 min.
o Custom to eComm: Paid Events 4 | Fundraising Events s | Do nhot enable payment
at a later time. [
¢ Building with Site Designer 71 | 19 min.
e Using the Email Designer (g | 7 min.
o Custom to eComm: Sending Emails (ONLY post-registration emails are sent from

Cvent) g



https://cvent.docebosaas.com/External/learn/course/27108/event-creation?hash=f6456b198367685ed180798ff5a6c610a3bdf84a&generated_by=47767
https://www.cu.edu/blog/ecomm-wiki/cvent-paid-event
https://www.cu.edu/blog/ecomm-wiki/creating-fundraising-events
https://www.cu.edu/blog/ecomm-wiki/do-not-enable-process-payment-later-time
https://www.cu.edu/blog/ecomm-wiki/do-not-enable-process-payment-later-time
https://cvent.docebosaas.com/External/learn/course/127/getting-started-reporting-advanced-features?hash=59f0b2f33a87b6c214935ffcb05fae746c5afd56&generated_by=47767
https://cvent.docebosaas.com/External/learn/course/25148/using-the-email-designer?hash=a6acb2faf4ec24bf50927c9690373abcf191e2a4&generated_by=47767
https://www.cu.edu/blog/ecomm-wiki/cvent-event-session-emails
https://www.cu.edu/blog/ecomm-wiki/cvent-event-session-emails

¢ Basic Surveys in your Event i | 13 min.
e Reporting 1115 | 20 min.
e Reporting Portals (121 | 20 min.
o Custom to eComm: Basic Users must request to have Reports published to the
Portal (13
¢ Attendee Management 1141 | 15 min.

Certifications

Follow the prep guide for recommended training and start the exam when you feel ready! You
will have 60 days to complete the exam upon enrolling. Cvent certifications are valid for two
years.

e Event Management p5) | Event planners and marketers who want to prove their skills
using Cvent to create, manage, and promote their events.

e Event Management Advanced 1) | Event planners and marketers who want to prove
their skills using Cvent to create, manage, and promote their events.

Account Code | UCCOO003 You'll need CU's account code when logging in or contacting
Cvent: UCCOO003
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