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WELCOME

We think our software will exceed your expectations in terms of the
quality of your final product and the time and effort you will save in
putting on an exceptional event. This 10-step User Manual will be
your guide to producing a professional, user-friendly website
regardless of your computer experience.

You will be creating your own registration website as you proceed
through the steps. Initially, you will work in the Administration area to
complete your account and event profiles. After you’ve finished your
event profile (in Step 2), click on 'View Website' in the upper right
corner of your Admin area. This will launch your website in a new
window. It's a good idea to keep both windows open - your Admin
window, where you add and edit information, and your public
registration website window. As you add and edit in the Admin area,
remember to click 'update' at the bottom of the page. Then refresh
your public website, using the refresh button or Ctrl-R, and review the
info you’ve added or changed.

As you work in the Admin area, notice that many of the fields have
little question marks beside them. Clicking on the question mark will
give you more information about the field.

If you have questions after reviewing this User Manual, go up to the
Admin Control Panel and click on Help -> Frequently Asked Questions
(FAQSs). If you don't find your answer there, call your sales
representative or ask us in writing by clicking on Help -> Submit
Support Request.

STEP 1 - ACCOUNT PROFILE

Your Admin Control Panel defaults to the Events module, which is
where you will do most of the work of building your website. Click on
Tools -> Account Set-Up -> Account Profile. This is where you will
enter basic information about your organization and the contact person
for the event(s) you are planning. Please note:

The Business Name (or organization name), First Name, Last Name,
Address, and each item with a red asterisk is a required field. Other
fields are optional, and may be left blank.

The e-mail address you enter in the Support E-mail field is the primary
email address associated with this account; where all event email,
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such as registration confirmation notices and support request
responses will be received. You may also enter additional emails in the
Additional Email Notifications field, separated by commas, if you wish
others to receive confirmation of orders made through the system.
This information must be kept current.

You may change your username and password for logging into the
Admin system here.

In the Main Site Image or Alternate Site Image fields, upload your
company or event logo in JPEG format. If you use the Main Site Image
(sized 400 x 100), this will appear in the left half of your public
website header. You will then have the default 'Click here for
Sponsorship Opportunities’ logo in the right hand corner. If you wish,
you may upload up to three Sponsor logos in this area. See Step 4 -
Manage Sponsors for more information. If you choose the Alternate
Main Site Image (sized 700 x 100), this image will fill the entire
header of your public website. Please see the 'Image Management'
section in the FAQs for detailed information on uploading and
managing images. If you continue to have difficulty, please click on
Help in the Admin Control Panel and submit a detailed support
request.

STEP 2 - EVENT PROFILE

Next, choose Events -> Event Profile. This is where you enter the
basic event information including name, date, time, location and cost
for registrants of the event.

e Sub-Hostname - When you are managing multiple events under
the same administration area, each event must have a different
sub-hostname. The sub-hostname is part of your event’s unique
URL. If you only have one event, leave this field blank.

e Registration Start Date - This is the date that your organization
will begin taking online registrations. Online registrations will be
open from this date until the registration end date or the start of
the event. To do sample/test registrations, the date must be set
to a date prior to when you are doing the tests.

Now go to Events -> Event Profile -> Advanced Settings by hitting the
Advanced Settings button at the top of the page.
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Default event — When running multiple events, select ‘yes’ for
the event you wish to have appear when you open your
administration area. Select ‘no’ for all other events, as you may
only select one default event. This feature allows you to keep
your events separate, yet manage them from one Administration
area. If you only have one event, it will automatically register as
the default event. NOTE: You must go into Events-> Events
Overview and ‘select’ an event to work in, if it is not your default
event.

Event Active - Select ‘yes’ to indicate that the event is active
and visible on the web. You may select 'no’ if your organization
is not yet ready to go public; however, you must be active to do
trial registrations, sample orders, etc. This feature is also used to
archive last year’s event.

Cost Groups - if you will be using multiple tiers or multi-cost
pricing, this is where you will set up the Cost Groups (i.e.
member, non-member; student, general public). When setting
up the cost groups, you must place a comma between each
category (member, non-member.) When using Cost Groups, the
‘Cost per Participant 2’ and ‘Cost Per Group 2’ (if appropriate)
fields must also be completed.

Course/Flight/Series - This is where you enter a label for your
registration options, if more than one is being used. Common
options include: Course, Flight, and Series. You must also go to
Events -> Current Event -> Special to complete the multi-series
registration option.

User Login Enabled - This allows your participants to login and
manage their account. This must be enabled for auction & pledge
events, and may be used for golf and general Professional level
events.

Events -> Event Profile -> Registration Questions is where you can ask
questions of your registrants, i.e., ‘Would you like to be on our mailing
list?’, ‘May we contact you regarding...?’, etc. The answers must be
pre-populated; they cannot be open ended questions. The custom
questions feature is only available in the Professional edition.

After entering this information, click on 'View Website' in the upper
right corner of the page above the Admin Control Panel. Take a
minute to sit back and enjoy your creation!
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From now on, you will be working in the Admin area and in your
website, so it's a good idea to keep both windows open.

Now look at the rest of the Events pull-down menu. First is Events ->
Events Overview. If you have one subscription (Basic, Standard or
Pro) your event profile and settings will be displayed here. If you have
more than one subscription, your events will each be listed here, and
you will be able to choose which event to work on from this menu. If
you have purchased additional events, you will be able to set them up
from Events -> Add Event.

Now look at Current Event -> Manage News. Here you will enter any
additional information about the event that you do not find on your
main website pages, e.g., accommodations or up-to-date information.
The news can be continually updated as you approach the tournament
date. In effect, this is your administrative blog for you to use as you
wish.

Next, see Current Event -> Event Dashboard. This gives you an
overview of the registration and financial status of the current event,
including participant/group registrations, sponsorships and products.

Current Event -> Special is only available in the Professional edition.
This area provides participants with registration choices for an event
with options, i.e. golf tournaments with multiple courses and/or flights
are managed here. Pledge event settings must be configured here
before your participants can register.

From Events -> Tools -> Manage Event Locations, click on 'Add New
Location'. The information that you enter here will be shown on your
public website and will be used to link your location to Map Quest.

From Events -> Tools -> Generate Site Images you can create an
event banner from a basic template. This works well for organizations
that do not have their own logo. Here you can create and format text
that will be placed upon a chosen event background. After completing
this step, pressing 'Update' and verifying that the text is the way you
would like it to look, you must right click on the image to save it. Then
return to Tools -> Account Set-Up -> Account Profile to place the
image in the Main Site Image field.
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STEP 3 - MANAGE WEBSITE

Next, go to Website -> Manage Pages. This is the list of all the pages
in your Website. If you have the Basic edition, you are limited to 4
pages. The Standard edition allows 8 pages, and the Pro edition
allows unlimited pages, and you can add pages here. This is also the
location where you will compose text and customize your Website. To
begin, find the Home Page and click on 'edit'. Enter your text here,
using the menu buttons for formatting options. All Website pages are
managed with this easy-to-use page editor. Following the editor tips
below will help make the editor work for you:

Editor Tips:

e If you are copying text from Microsoft Word, be sure to use the
special Word pasting option.

¢ When you would like to create a new line or paragraph, press
SHIFT/Enter to go to the next line without a space, or simply press
return to create a new paragraph with two lines of space.

e Do not manually use the space bar to format a paragraph, i.e. for
centering purposes. The space bar does not translate to your
internet page, in the way it does when word processing, and may
add unwanted formatting. Instead, use a hard return or the
formatting options in the Editor.

Remember to click on 'save' at the bottom of the page whenever you
add information or make changes, and then refresh your public
website in order to see the changes you’ve made. Changes will be
immediately reflected in your public website.

When you are ready to insert an image, click on the photo icon called
'Insert/Edit Image'. You will probably want your image to be 400 by
100 pixels or less, and all images must be in JPG format. See the FAQs
- Image Management - for more information on working with images.

If you have purchased the Professional edition and plan to have an
auction, add the two auction pages (Auction Registration and Silent
Auction) at this time and place them in the order (menu order) you
want them on your public website. You will continue to set up the rest
of your auction at a later time - see Step Eight — Additional Modules.

Return to Website -> Website Settings. This page controls various

operational details such as Order Notes, registration field management
and site themes.
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The optional order notes listed here will allow you to communicate
specific instructions to your registrants, i.e. where to mail a check.

The ‘Require Invited Participant Details’ has a default of ‘Yes’. It must
be turned to ‘No’ if you do not require your main registrants to enter
information for all of their invited guests. If they do not enter this
information, an administrator will need to later add a participant from
Participants -> Manage Participants.

Registration field management allows you to choose
Optional/Required/or Do Not Show for the following registration fields:
Handicap, Club Name, Company, Email Address, Phone, Emergency
Contact, Emergency Phone, Username/Password, and Main Registrant
Details. Enabling ‘Username/Password’ allows participants to edit their
account. It is only available in the Professional edition, and must be
used with auctions and pledge events.

The site theme (only available in the Standard or Professional
subscriptions) controls the colors, look and feel of your site. Click on
'See All Themes' for a preview. Professional subscriptions can also use
custom HTML, by clicking on the link at Website -> Website Settings.
Contact your sales representative if you would like more information
on HTML specifics.

You may choose either ‘Site Image’ or ‘Alternate Site Image’. The
‘Site Image’ will override the ‘Alternate Site Image’. This is typically
your organization’s logo, and MUST be a JPG file no greater than
400x100 pixels or 700x100 pixels. The 'Site Image’ or ‘Alternate Site
Image’ is a subscription level setting.

The ‘Site Image’ will appear on the upper left side of each website
page (banner area), leaving room for sponsor logos in the upper right.
‘Alternate Site Image’ will fill the entire top of each website page
(banner area).

The 'Site Image’ differs from the Main or Alternative Main Site Image
that you entered in Step 1, as this is an account level setting. The 'Site
Image’ or ‘Alternate Site Image’ is a subscription level setting. If you
have only one event, we recommend that you use the Main or
Alternative Main Site Image field in the Account Profile.

See the FAQs - Image Management - for more information on working
with images.
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STEP 4 - MANAGE SPONSORS

Now go to Sponsors -> Manage Sponsorships. This is where you will
create the information you provide to potential sponsors. Your
Website page will display the information and invite sponsors to
register online. We have provided you with some sample
sponsorships, for your reference. You may choose to edit these
sponsorships or delete them, and begin from scratch. You will choose
the name and price of the Sponsorship package, the number of these
packages available for purchase, the number of complimentary teams
or golfers included in the package, the visibility of the package on your
public website, and order in which you would like to see the package
displayed. Most people will choose to have all of the Sponsorship
visibility options set to yes, and show the most expensive sponsorships
at the top of the page.

A thank-you/invoice is auto-generated and sent via email to every
sponsor that registers on-line, and a copy is sent to the Administrator.

Next, drop down to Sponsors -> Manage Sponsors. This is where you
will manage the registered sponsors. You will associate them with
sponsorship levels/packages, store their contact information, and
upload their logos (these must be in the form of a JPG file no greater
than 300x100 pixels). In the Professional Edition, you can also write
up to a 1000 word description of the Sponsor that will appear on the
Sponsors page of your public website. If you would like a hyperlink
that goes directly to their website, type their web address in the line
provided. You can later update or modify this information by clicking
on the 'Edit' button from Sponsors -> Manage Sponsors.

Both the Standard and Professional versions can have an unlimited
number of sponsors. However, banner sponsors (appearing in the
banner area of website pages) are limited to three, which rotate when
one scrolls through the pages.

NOTE: The sponsor and sponsorship pages are not available in the
Basic edition.

STEP 5 - MANAGE PRODUCTS
Now, go to Products -> Manage Products. This is where you set up

your products, such as dinners, mulligan packages, shirts, and
donations. Products will be displayed on the registration page of your
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public website under two categories: Optional Event Items and
Included Event Items. To create an item that is included with
registration (i.e. lunch) set the item price to 0.00. Items with an
associated price will be considered Optional Event Items.

If you would like to assign an attribute to products (i.e. size, color, or
dinner choice), you must do that when you initially create the product.
Once an attribute is created, you may enter corresponding attribute
values (i.e. Small, Medium, Large). If a product is created with no
attribute values, you will not be able to add attributes at a later time.
In this case, please delete your product and begin again.

Products will be displayed on the registration page of your public
website, and can be purchased with a sponsorship or registration or by
themselves.

STEP 6 - MANAGE PARTICIPANTS

The Participants section is where you will manage the people
associated with your event. As participants register, they are creating
a profile with their name, address, phone and other information. When
someone registers a group/team with fewer than the required number,
the additional participant fields will auto-populate with TBD (to be
determined) and the main registrant’s email address. They can edit
the team from the email sent to them when they register.

Participants -> Manage Participants allows the administrator to review
and manage participant details. You may edit, add or delete
participants here. You will only want to add participants directly for
one of several reasons: to complete a group registration when the
group has already registered on-line, to add a participant that need
not pay to attend, etc. If participants mail in a check, and have not
registered on-line, you can register them from Tools -> Administrative
Registrations. This registration will create the corresponding
participants, and give you a record of the order/financial intake. For
this reason, Administrative Registrations are normally used.

Participants -> Manage Groups is for group or team management;
here you can add people to a group or change their group affiliation.
To add a participant to a group, they must first be registered as a
participant. If they have not registered on-line, you will need to either
use the Administrative Registration mode or add them as a participant,
and then select them from the pull-down to add them to a group.
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If you are running a golf tournament, this is the area where you will
assign starting holes and times to your golf teams. The administration
system can also auto-assign these settings for you, if you choose.

The third area is for management of non-participants associated with
the event. A non-participant is someone who has purchased a product
or made a donation in the system, but has not registered for the
event. If you are running a golf tournament, and someone registers for
dinner only, they are considered a non-participant. This data can be
used later to generate thank you letters and emails, and generally
consists of non-playing participants in the event: i.e. diners, gallery
attendees, and donors.

STEP 7 - REPORTS

Look now at the Reports Menu in the Admin Control Panel. These
reports - Detailed Order Report, Sales Summary, Payment Details
Report, Registration Report, Team Report, Participant Report,
Sponsors Report, and any available Special Reports - are auto-
generated as orders come in to your website. Once you have
completed your website set-up, go ahead and register some test
orders so that you can see these reports created for you. (Test
orders can be deleted from Tools -> Clear System Data. See more
information under Step 8 - Tools.) They are very useful in evaluating
this year’s event, and they provide you with a valuable database for
your next fundraiser.

The Detailed Order Report is used to manage payments that come into
the system as Incomplete. This may be for check orders made on-line
or for orders completed through manual credit card processing. To
change the status of an order to Complete (once you have actually
received or processed payment), click on the invoice number of the
order. Scroll down to the bottom of the page under Payment
Processing and change the Payment Status to complete, and then hit
the Record Payment button. The Detailed Order Report also includes a
notes category, which is especially useful for large events or events
with more than one administrator. If an order is altered in any way,
you may use the notes area to keep track of the status.

The Sales Summary Report will give you a quick overview of all orders
in the system. Here you can see the registrations, sponsorships, and
products sold. Simply click on the item to see a listing of each
participant who purchased the item. You may also filter the report to
show the Complete, Incomplete, and Canceled orders.
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The Payment Details Report is an alphabetical listing of all payments
received. This report may be downloaded, for your reference.

The Registration Report shows each participant, their payment status
and order number, and any additional products purchased. If you will
be distributing products purchased on-line at your event, you will want
to print this report and take it with you to the event.

The Team Report lists each golfer with their phone number, under
their team. The starting time and starting hole of each team is listed,
for easy on-site registration.

The Participant Report lists each participant, alphabetically by last
name, with their team.

The Sponsors Report alphabetically lists each sponsor with their
Package level. Sponsor details are stored under Sponsors -> Manage
Sponsors.

We recommend that you save and download reports after your event,
for your records.

STEP 8 - TOOLS

Let’s go now to the Tools Menu in the Admin Control Panel. You
worked in this area in the beginning when you created your account
profile.

If you have purchased the Professional Edition, and plan to use custom
HTML for your website’s look and feel, click on the Custom
HTML/Website Style Matching at the top of the page.

Drop down now to Tools -> Standard E-mail Management. You will
see two links. The first link takes you to a page where you can send
text e-mail messages to all registered participants and sponsors.
(HTML is available in the Professional edition only, from the Email
Module Selector. See Step 10 - Additional Modules.) The second link
allows you to e-mail invitations to prospective sponsors or participants,
after entering their e-mail addresses. If you have a group of email
addresses, they can be cut and pasted into this area.

Tools -> Promotion Codes are codes which give sponsors, special
guests, and others a “coupon” for free or discounted registrations. For
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example, if a sponsor is entitled to a free table or group as part of the
sponsorship, they can be given a code that enables them to register a
group at no cost. Simply click on 'Add New Promotion Code' to begin.
NOTE: If a sponsorship package includes one group or team, the
sponsor will be prompted to enter that information while registering
on-line for their sponsorship. If a sponsorship package includes two or
more groups or teams, they will only be prompted to enter one team'’s
information at the time of registration. The Administrator will then
need to issue a promotion code for the remaining teams' registrations.
The administrator will enter the prefix (GOLD, PLATINUM, etc.) and the
system will auto-generate a random number sequence that becomes
part of the promotion code. This provides for a more secure promotion
code that cannot be easily duplicated.

The next area, Tools -> Admin Registrations, allows the administrator
to enter registrations for those who do not do so online. If you receive
registrations by phone or fax, for example, enter the information here
so that your database will be complete and accurate. NOTE:
Registrations that come in as incomplete (e.g. checks) will need to be
completed by a System Administrator once payment is actually
received. This can be done through the Detailed Order Report by
clicking on the order number and changing the 'Order Status' at the
bottom of the screen.

Tools -> Clear System Data is an operation which ensures that any
test registrations you have entered are deleted from the database
prior to going live. This function is also used to delete information
from a previous year’s event. You must check each area that you wish
to delete, and type yes in the field provided. NOTE: This operation is
irreversible!

Tools ->Account Set-up -> Global Settings is very important, as this is
where you will manage your intake of money. Please see Step

9 - Manage Payments for detailed information on setting up your
payment gateway. Payment processing options, including setting up a
merchant account or possibly using one that you already have, are
discussed in detail in the FAQs in the Help menu.

Tools ->Account Setup -> Account Profile is where the administrator
enters the information that will be included in the auto-generated
emails to your clients. It is very important to keep this information
current. This is also where username and password can be changed,
and site images can be managed.
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