Event Registration - Admin

e From the Admin drop down menu, select Events
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e Search for your event by entering the event ID number or the event title
e Click on your event to open it
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e From the left hand column, select Register Attendees
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e You have the option to add attendee’s individually or register from an Excel or CSV file

Click on the link below to jump to the instruction page
Individual Registration
File Upload Registration

Payment Screen Instructions



For Individual Registration:

e Click the +Add Attendee button

e Search by name or email for the person you wish to register. Click on their name to select them
and it will take you back to the registration page.

e If you cannot find the person you wish to register, you can click the Create New User tab — Be
careful adding a new user. You do not want to create a duplicate account. The best thing to do is double
check with the participant to see if they already have an account. If you are 100% certain they do not,
then you can create the account for them. Go to the next page for details.
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Kelly Customer kelly.customer@test.pdenraller.org

Derek Colebrook derel.colebrook@test.pdenroller.org Sunburst
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To create a new user: (if you do not need to create a new user, follow the instructions below the screenshot example)
= Enter first name, last name and the email address the user wishes to use for their
login.
= Phone and Employer/School District is optional, but please enter it if you know
it
= Click +Create New User and it will add them and take you back to the
registration page.
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First Name * Last Name *

Forrest Gump

Email
runferrestrun@chosolate.com

+ Please leave blank if no email.
+ Do not add fake email addresses.
 If blank, the user will be unable to lagin and manage their account o registrations

Phone Employer / School District

(248) 555-1234 Twin Bridges School District

¢ You can designate one of your participants to be the contact person by clicking on the radio
buttons. If none of the participants are the contact, click the Change Contact tab, enter the name
of the contact and choose the appropriate account.

o Check the box if you want a registration confirmation emailed to the contact person and listed
attendees (if you uncheck the box, only the registered attendees will receive the email).



e Click Create Registration
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o Ifthis event is free, the next screen will show you your registration was created with $0 due and
an email will be sent letting participants know that they have been registered.
If there is a fee associated with the event, the next screen will allow you to enter payment information. Go
to Payment Screen Instructions



For a File Upload Registration:
e The file must be an Excel or CSV file and contain the first name, last name and email address of
each participant you wish to register
e Click the Register From File tab
e Select your file to upload

€504z / aciin / buts / #1014/ Register Atendess
ID' &t Register Attendees Fun With Math
[ Event #1014 v

& Register Attendees & Register From File
B Manage

ister users from an uploaded file.

ctions

o
8 waitist @ Dir
® ons @ 1. Select a file to upload. Accepted formats are Excel (xslx, xs1) and Comma Separated (csv),

The file must contain at least three columns. The order and title do not matter - you will be prompted on the next step to verify the column
mapping. A header column is optional.
© First Name

o Last Name
| & restter avendees -
B Event Report 2. Verify the data is correct and make any adjustments by clicking in the table cell,
3. Submit the batch data.
Lt 4, Processing takes place in the background.
@ . © Any attendee already registered as Active, Waitlist, or Pending will be skipped.

- <
et 5 _ -

pdEnroller test registration.xlsx

(A Edit Event #1014 eqistra 873Kk8 [ Seleet different file._

File contains a header row.
Toggling this will reset the preview and any data changes you have made.

@ S
A Em;\ll: : First Name * Last Name *
- ‘0 Column2 v Column0 *  Columni
e Once uploaded, select your column mapping by clicking the drop down menu under each
columns heading and choose the appropriate column number from below. In this example, Email
will be Column2, First Name will be ColumnO, and Last Name will be Columnl
(& Register Attendees - Fun With v X = o = X

< =2 C @ admintestpdenroller.org/esd42/events/1014/register#/

= e ESD 42 Search G Clock Hours ¥ Admin ~

@ Admin Home File contains a header row.
Toggling this will reset the preview and any data changes you have made.
Events
B8 Columns
& Event #1014 v . .
|! Email * First Name * Last Name *
Mana e
9 Column2 v Column0 hd -- Not Mapped W

% Roster
o -- Not Mapped

Lo Waitlist )

Column0
® Cancellations [ Column1
Q Column2
[ Content
() First Name & Email
Attendance - . .
Columno H Columni : Column2
&+ Register Attendees
. Derek Colebrook derek.colebrook@test.pdenroller.org X Remove
Event Reparts
L Surveys Jane Doe jdoe@unidentified.com X Remove
B2 Transact
fansactions Bill d'Cat foo@bas.com X Remove

&% Properties
Authur Dent fon@har.com X Remove e



e Select your default organization to assign to anyone who may be on the list and does not have an
account (a new one will be created for them) — click in the box to search by name

e Choose a Registration Contact - click in the box and search by name

o Check the Confirmation box to send an email to the registration contact and all attendees

o Check whether you want to bypass the waitlist and register everyone as active (checked box) or
uncheck the box to allow participants to be waitlisted if the event is full

e Click Submit Registration
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o Ifthis event is free, the next screen will show you your registration was created with $0 due and
an email will be sent letting participants know that they have been registered.
If there is a fee associated with the event, the next screen will allow you to enter payment information.
Click the View and Add Payment > button at the bottom of the screen. Go to Payment Screen
Instructions



Payment Screen Instructions

o On the payment screen, you have several options

= You can click the Activate Now button so that the participants will be made
active and receive their confirmation email immediately. This is beneficial if you
are registering a group the day of the event and they need to receive the
confirmation email to attend (they will still be obligated to make a payment)

= You can send a payment link to the registration contact you chose on the
previous page — this will allow them to pay (preferred method if they are using a
credit card to pay). Simply click on the link and the email will go through. Once
the contact has paid, each participant will become active and a confirmation
email sent to them.

= You can Add a payment yourself

e Click on the “Add a payment yourself, here” link or at the bottom click
the +Add Payment tab
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Aaron Attendee aaron.attendee@test.pdenroller.org © Pending - Active $250.00 ast Updated By
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o The Amount field will automatically tally up the total for all participants that you added to this
registration
e Select the method of payment

o Cash is only used if they are physically handing you the cash. By choosing cash and
clicking Next, you will bring up a screen that requires you to enter a receipt number




o Check is only used if they are writing you a check and handing it to you. By choosing
check and clicking Next, you will bring up a screen that requires you to enter a Check
Number and Receipt Number

o Choosing credit card will bring up a screen that will allow you to enter the credit card
information

......

o Choosing purchase order will allow you to enter the PO information — you can choose the
status of the PO, External Identifier would be the organization providing the PO, and the
date of the PO

status

o If you choose Waived, the fee for all participants you just registered will be waived.
Optional identifier could be the reason for the waiver (for example, cohort participants —
Notes is optional, an example would be “ESD 105 cohort participants will receive a
registration waiver”
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e Once you have chosen your payment type, entered the required information, and click Save, the
registration will now show a balance of $0, the participants show Active, and they have all
received their confirmation emails
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