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Introduction

08 Conference
4 Tracker

Conference tracking made easy™

Be sure to check out more information on our website at www.engineerica.com/conferencetracker

A simple web-based conference tracking software solution to track your attendees attendance, manage
members, and create ID badges & completion certificates. This can all be done in 3 easy steps!

1. Set up your conference.

o Easily upload your attendees data and customize your conference.
2. Record attendance.

o Scan attendees' conference badges to record attendance.
3. Get certificates & reports!

o Get attendance reports and email your customized certificates.

Benefits

Conference Tracker will save you a lot of time and effort by automating the attendance tracking and
reporting process for your conference. This automated system will increase the accuracy of your data.
Here are some of the benefits of this system:

e Badge Designer: Design your conference badge and easily print it for your attendees.

e Quick Sign-in: To record the attendance data simply scan the attendee badge using their Apple
device camera. An optional barcode reader or magnetic stripe readers are also supported.
Scanning a badge only takes seconds and is much faster than using pencil and paper to record
attendance.

e Quick reports: Simply click a button to send the attendance data to the Conference Tracker web
server on the Amazon Cloud. The data is transferred using your Wi-Fi or GSM Internet
connection. Simply log in to your Conference Tracker account to view the attendance reports.

e Global Accessibility: You can sign in to the system and view the attendance reports from
anywhere with just a web browser. This means you can view attendance reports remotely
without having to be at the conference site.


http://www.engineerica.com/conferencetracker
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e Automatic Credit Calculations: Let Conference Tracker calculate the Continuing Education Units
(CEVU) or Professional Development Credits each attendee earned for attending the conference
sessions.

e Attendance Certificates Designer: Use Conference Tracker to create your own customized
attendance certificates. Create the layout and text and add signatures and graphics. Conference
Tracker will automatically add each attendee's name and attendance credits.

e Easy Certificate Delivery: You can print out the attendance certificates and pass them to
attendees, or you can leave the delivery to Conference Tracker.

e Convenient Communications: Conference Tracker also includes a Messaging Center that allows
you to send messages to attendees via email, SMS cell phone texting, or at sign in!

Conference Tracker Overview
Use Conference Tracker to automate attendance tracking for conferences, seminars, workshops, and
training sessions.

Conference Tracker is web-based system hosted on the Amazon Cloud. To use it, all you need is a web-
browser! There is no need to buy hardware or install software, and access to the system is immediate
and global.

To track conference attendance, simply use the free Conference Tracker app on Apple iPod touch, iPad
or iPhone. This app converts your Apple device into a powerful attendance tracking device. The
attendance data is transmitted to the Conference Tracker server on the Amazon Cloud. Once there,
simply log in to your Conference Tracker account with a web browser to view or print the attendance
reports. If you like, you can also print out attendance certificates.

Use this website to learn more about Conference Tracker. For a live demo or for any questions on how
Conference Tracker can work for you, please contact us.


mailto:info@engineerica.com
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Getting Started

You can get started by accessing your Conference Tracker account by typing in
http://www.conftrac.com/#Login in any web browser.

o B8]
:O Conference
Tracker
User chin Don't have an account?

Domain  demo I you want 1o create a new

confergnce, pleass go to
Email  demo@demo.com www conference-tracker comitour
and register to seup your
Password  sseses confzrence right away!
Lapin

Once you get to the Conference Tracker website you will be prompted to Login.
You should enter your domain, e-mail, and password to login to the Conference Tracker service.

From here you will see the Main menu.


http://www.conftrac.com/#Login
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Conference
Basic Inlo

ViewEdt Schedule
Dewice Operators

Attendees
View/Edit
Imporn Data

Badges
Diesign
Prirt

Attendance
View/Edit Logs
Export Data

Certificates
Diesign

Prrint

Email

tEl Advanced Options
Administrators

From this Main Menu you have Conference, Attendees, Badges, Attendance, Certificates, and Advanced
Options. With each one of these options you can easily manage your conference. This guide will go
through all of these options in detail to explain how to use the Conference Tracker service. If you ever
get lost and want to go back to this Main Menu there is a Home link in the top right corner of every
screen. Also you should notice the Orange block on the Main Menu that shows the current number of
attendees over time.
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Conference Settings
Conference displays when and where the conference is taking place. Also you can schedule
the conference in the options. This section will also provide information on importing.

Basic Info
The Basic Info section allows you to enter the following:

e Title: Name of the Conference

e Subtitle: Reference name that the user can input for some reference.

e Schedule: Set dates and times that the conference is taking place.

e Upload Logo: Choose a file from your computer to use as this conferences logo.

Tracker

o B
| :o Conference

Logout

Basic Info

Conference Title  Infarmation Based Selling Confie

Subtile by Mick Armstrong

Accu,

Schedule  september 24, 2012
Ceptember 25, 2012
September 26, 2012 FedT

plaad Lagsa

September 27, 2012
Captember 28, 2012

Once you have set the previously mentioned information you must click the Save button for the changes
to be set.
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View/Edit Schedule (Conference Sessions)
This is the section where you can create your workshops or sessions, add rooms, or even import your
workshops or sessions.

-
L/ Conference
“ Tracker

Home Logout

Conference Sessions

Create Session Edit Rooms Impart Sessions Search: Today

100% Write Up (no excuses) Through Step Two Appraisal Delate

5 Key Elements for Strectunng Deals for Profit in Todays Economy

Delele

You must create your rooms by clicking the Edit Rooms button prior to being able to import your
sessions/workshops. If you do not, the import will fail every time.

Edit Rooms

From the Conference Sessions screen if you click on the Edit Rooms button this screen is where you can
see a list of all the rooms you have created. If you have not started creating rooms this can be done by
clicking on the Create Room button. The View Schedule button will take you back to the Conference
Sessions screen.

LI
fo Conference
8 " Tracker

Seaarch Home Logouwt

Rooms

RMI01 Delaia

RM102 L
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Create Room
By clicking on the Create Room button on the Edit Rooms screen, it will take you to this screen. To

create a new room just fill in the name and location of the room.

ra Conference
S " Tracker

Search fome  Logout

Create New Room

Wame | Auditorium 1014

Location  Tampa Bay Ritz Carlton

Import/Create Sessions
At this point once you have the rooms entered in the Conference Tracker system you are ready to either

create your sessions/workshops manually or import them.

Create Session
To manually enter a session/workshop you click on the Create Session button from the Conference

Sessions screen. Once you get to the Create Session form fill out the information for the Name, When?,
Time, Where?, Speakers, and Credits fields. Once done, click save to create.

@
e Conference
Tracker

Home Logowt

Create New Session
Mame Entreprenasurial Workshop
When?  Friday, September 28, 2012 |=
a:00am ) - 12:00pm )
Where? | auditariim 1014 [+
Speakers | Mon Nasser, Mary Oberhedman

Credils | 10

m e
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Import Sessions

Here's the place where you can import your attendees, your workshops, and everything to quickly get
started. To make it as simple as possible we have defined a bunch of formats to follow. By creating a file
as explained below, you can directly upload the file and Conference Tracker will recognize it as valid
one, knowing completely what to do.

File Format

By now, only comma-separated-values (CSV) files are supported. This format is broadly supported by
many application including Microsoft Excel; it also can be created using any simple text editor. In the
first line of the file the headers must be included (check the list of valid headers below), then, the data
must be included separating each column by a comma. In the case you need to write a comma in the
data itself, you can prevent format errors by enclosing the full value in double quotes.

Valid Headers
To import sessions/workshops, you need to specify the following headers: Name, Start Time, End Time,
Credits, Room, Speakers

Sessions/Workshops import file sample
- - = — = - —

[ - AL SchedulelmpaortExcel.csv = Microsoft Excel

A
- Home Ensert Page Layaut Formulas Dala Review e
111 - &
A B C D E F G

1 MName StartTime EndTime Credits Aoom Speakers

2 Faster Design Decisions wit 6/1/2012 10:00 am 6/1/2012 11:00 am 2 .NETRoom  EricSmith

3 |Styles of Redesign 6/1/2012 11:00 am 6,/1/2012 12:00 am 3 Mobility Mike Williams

4 Rolling Up Qur Responsive | 6/1/2012 11:00 am 6/1/2012 12:00 am 2 .MET Room John Dog

5 Muobile to the Future 6/1/2012 10:00 am 6172012 11:00 am 2 Maobility Elton Myers

6 The Future of C55 6/1/2012 12:00 pm 6/1/2012 1:00 pmi 1 .METRoom Mary O'Connor
i 7

Download the example file(.csv)

Note that when you import the sessions it's important that you select the correct time zone. It has to
match the data your uploading, which is not necessarily the time zone of the place where you currently
are. E.g. you might be now in New York, but if the conference will take place in San Francisco, then you
should select '(GMT-08:00) Pacific Time (US & Canada)'.

Once you've got the CSV files prepared and ready, let's move on to uploading your files. To get here just
click on the Import Sessions button from the Conference Sessions screen.


http://www.conftrac.com/Images/Doc/ScheduleImportExcel.csv
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- 2
L/ Conference
Tracker

Import Data
Here's the place where you can import your atiendees, your warkshops and everythang to quickly get started.

1. Learn How

You need to create some files that match the format accepted by Conference Tracker Please make sure to read the documentation
first

Leamn how to impoart your datal

2. Upload your files:

Make sure your files strictly match the accepted format, as described in the help. There's no way 1o revert the changes made by the
import process ance it has started

Time fone: | [(UTC-05:00) Eastern Time (US & Canada) |«

Show all ime zones

To import the CSV files you created you just have to click the upload a file button.

- _
¥ Conference (g ]
Tracker - I = Engineerica  CenfTrac 5V mports w | g || Search ConfT Wimperti O
ir Favortes % Documents library P e e |
Import Data i G riTin Gl e Nlane i ik =
= : # Downloads hlla -
Here's the place where can im farne Type
pl b A - Recent Places £
= AcouSlESlogoWetermark PEG irma
& SoyDree L P9
1. Learn How B i S
astersaleslogo.jpg 920012 431 P FEG ima
You need to create some files that wl Libearies i
firet i H Documints ] Attendessimport oo /20202 406 P Microsaly
d'-_ bbusic = AccuSALESlego,pg 920702 PEG rria
Leamn how to impart your datal & Pictures ] Workshopilmport.cov Mhicrosof
B videos &) Dutiook.CSV Microsaft
2. Upload your files:
M Computer
Make sure your files strictly match i & Gateway (1) I m b
import process ance it has started
sl Fili el Attendeeslmport.ooe = | ANFiles ") "'|
Time Zone: | |[{UTC-05:|| l Cpen v | Cancel |

Show ST — — = =

Browse your PC to find the CSV files and click open to upload and done! A confirmation will be at the

bottom of the screen.
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Device Operators

Click on View/Edit under Attendees and then click the Operators button. This is where you can create
new users or quickly view/edit the users in the system. You can make them Administrators, Operators,
Exhibitors, Presenters, or regular Attendees.

-
fo Conference
8 " Tracker
Search Home  Logout
Operators
Search: Administrators Operaton Altendess
Alyson Sivak DCelete

You can click on the Administrators, Operators, Exhibitors, Presenters, or Attendees buttons to show
that group of users. Once you have selected the group you want to view just click on the name of a user
you want to edit.

- .
e, Conference

Tracker
Search
Nicholas Armstrong Moo Atloss
First Mame  Michalas L. Print Certificata
Email Certificata
Last Mame  armstrong Delete Uiser

Ema micka i3 engine enca. com
Password
Repeal
Rloke Attendes =

Sawe Cancel

From this screen you can change the person's First Name, Last Name, Email, Password, Repeat (this is
the password typed again), or Role. Most of the time you will visit this screen to manage the person's
Role or password but you can enter corrections as well.
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Presenters

Click on View/Edit under Attendees and then click the Operators button. This is where you can create
new users or quickly view/edit the users in the system. You can make them Administrators, Operators,
Exhibitors, Presenters, or regular Attendees.

-
fo Conference
8 " Tracker
Search Home  Logout
Operators
Search: Administrators Operaton Altendess
Alyson Sivak DCelete

You can click on the Administrators, Operators, Exhibitors, Presenters, or Attendees buttons to show
that group of users. Once you have selected the group you want to view just click on the name of a user
you want to edit.

- .
e, Conference

Tracker
Search
Nicholas Armstrong Moo Atloss
First Mame  Michalas L. Print Certificata
Email Certificata
Last Mame  armstrong Delete Uiser

Ema micka i3 engine enca. com
Password
Repeal
Rloke Attendes =

Sawe Cancel

From this screen you can change the person's First Name, Last Name, Email, Password, Repeat (this is
the password typed again), or Role. Most of the time you will visit this screen to manage the person's
Role or password but you can enter corrections as well.
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Attendees
This is where you can add, view, or edit your attendees and also assign cards to them.

Search Filters
Search Filters allow you to see only certain attendees by role Administrators, Operators, and Attendees
or by Without Card. These Viewing Filters are located in the top right corner of the screen.

- .
L/ Conference
Tracker

Attendees

Azgign Cands Search: Administrators Oiperators Altendess

Cetin Basoz Daintn

CY Lea

Dialete

Create New Attendee

You can manually create new attendees in case they show up unexpectedly and you need to add them
or they were not on your imported list. You can access the Create New Attendee screen by clicking on
the Create New button on the Attendees screen.

FY
¢ Conference
Tracker

Home Logout

Create New User
First Mame  John 1
Last Mame  knglehiermerschmidt
Email  jiinglehiemarschmadt@my.adu
Password
Repeat

Role | attendes -

Once you have entered in the information you want to enter, press the Save button to create the
Attendee.
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Attendees can also be imported if you have a list of them with the minimum required information such
as First Name, Last Name, and E-mail Address. Middle name and Card ID can be added as well. To see
how to import attendees Click Here.

Import Attendees

Here's the place where you can import your attendees, your workshops, and everything to quickly get
started. To make it as simple as possible we have defined a bunch of formats to follow. By creating a file
as explained below, you can directly upload the file and Conference Tracker will recognize it as valid
one, knowing completely what to do.

File Format

By now, only comma-separated-values (CSV) files are supported. This format is broadly supported by
many applications including Microsoft Excel; it also can be created using any simple text editor. In the
first line of the file the headers must be included (check the list of valid headers below), then, the data
must be included separating each column by a comma. In the case you need to write a comma in the
data itself, you can prevent format errors by enclosing the full value in double quotes.

Valid Headers
To import attendees, you need to specify the following headers: First Name, Middle Name, Last Name,
E-mail, Card Number (This will be the number on the ID Badge Barcode)

Attendees Import Sample

—

[ ) o - B UsesimportEocel.civ - Micresoft Excel
':"" Hame Eris il Page Layaiit Formiulas Dala Review Wi
L19 - @ £ |
F A ' B P— D E i H
1 FirstMame MiddleMame LastMame Emiail CardMumber
2 Winnie T Pooh wpooh@contrack.com 10ED
3 Roger Rabbit roger.rabbit@confirack.com 1035
4 Donald Duck duck@conftrack.com 6564
5 Fred Flintstone fred@conftrack.com 1078
B Homer | Simpson hemerjs@conftrack.com 1812
7

Download the example file(.csv)

Once you've got the CSV files prepared and ready, let's move on to uploading your files. To get here just
click on the Import Sessions button from the Conference Sessions screen.


http://www.attendance-tracking.com/docs/doku.php/conferencetracker/en/advancedoptions#import-data
http://www.conftrac.com/Images/Doc/UserImportExcel.csv
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- 2
L/ Conference
Tracker

Import Data
Here's the place where you can import your atiendees, your warkshops and everythang to quickly get started.

1. Learn How

You need to create some files that match the format accepted by Conference Tracker Please make sure to read the documentation
first

Leamn how to impoart your datal

2. Upload your files:

Make sure your files strictly match the accepted format, as described in the help. There's no way 1o revert the changes made by the
import process ance it has started

Time fone: | [(UTC-05:00) Eastern Time (US & Canada) |«

Show all ime zones

To import the CSV files you created you just have to click the upload a file button.

- _
¥ Conference (g ]
Tracker - I = Engineerica  CenfTrac 5V mports w | g || Search ConfT Wimperti O
ir Favortes % Documents library P e e |
Import Data i G riTin Gl e Nlane i ik =
= : # Downloads hlla -
Here's the place where can im farne Type
pl b A - Recent Places £
= AcouSlESlogoWetermark PEG irma
& SoyDree L P9
1. Learn How B i S
astersaleslogo.jpg 920012 431 P FEG ima
You need to create some files that wl Libearies i
firet i H Documints ] Attendessimport oo /20202 406 P Microsaly
d'-_ bbusic = AccuSALESlego,pg 920702 PEG rria
Leamn how to impart your datal & Pictures ] Workshopilmport.cov Mhicrosof
B videos &) Dutiook.CSV Microsaft
2. Upload your files:
M Computer
Make sure your files strictly match i & Gateway (1) I m b
import process ance it has started
sl Fili el Attendeeslmport.ooe = | ANFiles ") "'|
Time Zone: | |[{UTC-05:|| l Cpen v | Cancel |

Show ST — — = =

Browse your PC to find the CSV files and click open to upload and done! A confirmation will be at the

bottom of the screen.
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Delete Attendee
To delete an Attendee just click on the delete link at the end of their name in the list on the Attendees
screen.

-y
e, Conference

Tracker
Home Logout
Attendees
fzsign Cards Search Administrators Operatars Abtendess
Cetin Basoz

Warning! There is no confirmation screen with the delete option, so be sure you want to delete the
Attendee before you click on delete.

Assign Cards

Cards are assigned to the attendees. To assign the card number you must create one clicking the Create
Card button and type the name of the attendee you want to assign to the card. You can also use the
Viewing Filter in the top right corner that says “Unassigned” to find the attendees you need to assign
cards.

~
[/ Conference
Tracker

Cards
View Attendees Search.  Unassigned
#1

Unassign | Delete

Unassign | Delate

You only have to do this if you created the attendee manually. Importing users allows you to skip this
step because they are assigned the cards automatically. In case the attendee shows up during the
conference you will need to assign a card to them.
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Online Registration

This is where you can create the registration form for the attendees to fill-out and also approve the
attendees once they start completing the online registration form. Here is an example of a registered
attendee who completed the online form:

[ )
rh Conference
4 Tracker

Online Registration

Oinline registration enabled

Mick Arrnstrnng Confirm Registration | Delete

In order to use this feature you must first go to the Basic Info under the Conference section and check
the box for Enable Registration and save.

Basic Info
Conference Title  HR Pragram
Subbitle

Schedule | November 20, 2013
Movember 22, 2013

MNovember 26, 2013 .
) : Uplzad Logo

Movember 30, 2013

Emable Regstration |

If you have already enabled Online Registration you can now edit your registration form by clicking the
Edit Registration Form button. Here you can add your own custom fields in addition to the default fields
in the system. There are 3 types of fields:

e Textbox
e Password (Basically a text box that hides the characters)
o Listbox

To add them simply click the button on the far right to add each of the field types. To edit the text
simply click the text to the left of the field. To delete a field click the red ball to the right of the field as
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shown below. Be sure to save after your are done with the Save button at the bottom of the form.

Conference New Registration

Mew title  Conference New Registration |
Designer
Fields marked with (*) are mandatory

First name (%)

Middle name

Last name (%)

Fhone Number *)

Title
E-mail ()

Company Name

FL Lic. Number (*)

Comments

D o
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Badges

L This is the section where you can design your own badge and print them out for your
“ull attendees.

Design
This is where you can fully customize your Attendees badges or just choose from several preset
templates.

ta Conference
% 7 Tracker

Search Home  Logout

Design your Badge

Toolbox

A Teat |

$Attendeed [ tooimmce ]
Add Barcode

............................ . Eabect Conirol

Lanvas i; |

Canvas Propenies
Background Calar

01 3aBETED

ATTENDEE

B o oo

Background lmags
View Image
Change] Mene}

On this screen you can design the badges for your Attendees. Using the following sections:

e Toolbox

Add Text: Create a box where you can enter text.

Add Image: To add images to canvas the certificate.

Add Barcode: This allows you to add either QR or 39 barcodes to your badges.

Select Control This is used to select a part of the badge you want to edit. A dropdown

o O O O

list shows all the elements that make up your badge.
o Canvas Properties
= Background Color: Select the color you want your background. Click on the
white box, and it will display a picture with all the colors you can change it.
= Background Image
* View Image: It will open a new window showing the image of the badge
created.
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»= Change: You can upload an image that resides on your computer.
= None: Removes any background image upload.

Show changes in real time using coded keywords.

¢ SFullName$ Displays the name of the Attendee.

e S$Conference$ Displays the name of the Conference.

o $Date$ Display the date of the conference.

¢ Additional Keywords: $TitleS, SCompany$, SPhoneNumber$, SEmail$, SCityS, SState$S

Print
As an administrator, you may want to directly download the badges to print out and hand out to the
Attendees. You can download it individually or all.

e To print all badges click on Generate all badges under section Download all badges and wait
until the bottom section of the screen with the message Your badges are ready, click on View
badges to download.

e To print only a single badge click on Generate badge under section Or, only one badge and wait
until the bottom section of the screen with the message Your badges are ready, click on View
badges to download.

i B
fo Conference
% " Tracker

Search Home  Logouwt

Print Badges

Thes allows you 1o easily export all the badges 1o a POF file wiech you can later prinl. Beforé you proceed make suré yau have
customized the badge layout in the Badge Desagner.

1. Download all badges

To generate all badges at once, click below:

Generate 3 Templates

2. Or, only one badge

Ta generate only one badge, enter the name (or email) of the attendee

Altendes

Generate Badge

A confirmation screen will show at the bottom of the screen and click on View Badges to print out.

Your reguest fimshed successfully. Click on the link above o get the badges

l l Your badges are ready! View Badges.
[

The Avery part number for badges that you need is is #5392 and uses template number #74541. They
are 3” x 4” badge inserts (6 to a page) and can be found at Avery.com by clicking here or at retailers
carrying Avery products.


http://www.avery.com/avery/en_us/Products/Name-Badges/Name-Badges/Top-Loading-Insertable-Name-Badges_74541.htm
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Email

If you prefer to email the badges to the attendees you can email them individually or send the badges
out all-at-once for the Attendee(s) to print. This may save you on some printing costs so you only have
to print the badges that people forgot or misplaced at the conference.

e To email all badges click on Generate all badges under the section Email all badges and wait
until the next “Review and Send” screen appears with the list showing all of your badges. At this
point you can preview the individual badges you want to send out. Click on Email badges to send
the badges to all Attendees.

e To email only a single badge click on Generate badge under the section Or, to only one
attendee and wait until the next “Review and Send” screen appears with the list showing the
individual's badges. At this point you can preview the individual badges you want to send out.
Click on Email badges to send to the selected individuals.

Y )
L/ Conference
Tracker

Home | Feather

Email Badges

This allows you to easdy email all the badges n POF formal to the altendees. Bedore you proceed make sure you have customazed
the badge layout in the Badge Desagner.

As thes s ntlended for emailing the badges, each ane 15 placed in a different file. ¥ you want all the badges in a single file, use the prant
badges option instead. in bath cases, depending on the size of your conference, it might take several minutes to complete.

Once the badges are generated, you will be able to review the badges belore sending them.

1. Email all badges

To generate and email all badges at once, click below:

Generate all Badges

2. Or, to only one attendee

To generate and email only one badge, enter the name (or email) of the atlendees

Attendes

Gemerate Badge

Next you will get a screen to analyze the badges you selected before they are emailed to the attendees.



o
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Conference
Tracker

Review and Send

1. Review the badges before sending

K
e
s
i
-

unknown-fGfT524 2-b058-dcch-afT8-Te 5171 868eed

Fred@yahao com

uinknown-cdleci20-244d-46c0-9962-bR2THaT0a055

foi@solutions-for-assoc com

unknown-effedZba-bibc -45ab-b610-7340085a81bb
-;-,1|'k-;.'b'|'~_-"|||'-, COIm

unknown-8822d2c7-5173-485-bc 3a-60T6b1ca5TES

firrellii@isrminc_com

unknown-p4dc 5007 -47 2e-4549-080e-
edd41020BTED

msanchezggmail.com

B R R R

unknown-fdeedbb0-6472-4 170-98T-680b4ec izl

homersi@confirack com

unknown-35df404e-d%aa-4 2bf-aT62-6002b2011089

jackiiitoble com

unknown-Tbé1ddB4-dTc5-4caB-bBS0-eecfIed56a04

KIS i GO

unknown-c2852154-fced-479b-bef0-dbbd1 b0

mare. abrahamiiaplcc.com

unknown-bac bobe 5-4524-42 Te-aalt-e46a8ff221b9

nic kaj@engnesnca com

2. Send them by email

28 badges created

Mow that your badges have been created and you have reviewed them, chck below 1o send those badges

Em.aul Badges

Finally click the Email badges button.
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Attendance
This is where you can track where people are, what they are doing, and the Instructor they

are with.

View/Edit Attendance Logs
In this screen you can see each attendee's sign-in log, also you can edit each part of the log as:

FY
L/ Conference
Tracker

Horme  Logoul

Swipe aCard View Raw Swipes Fix Swipes Show only ot vahd Search Tosdlay
Will Ferrnel Delete
S John Tarmy Delete
%+ James Wood Dalete

e Attendee: Displays the name of the attendee

e Workshop: Displays the session (workshop) where the attendee has sign in.
e Sign-In Date: Displays the date of the attended session.

e Time: Displays the time of the sign in.

Here you can click the Create Log button or the Swipe a Card button (barcode scanner needed) to add a
log for an Attendee that may have not been able to swipe-in/out at a workshop. You can also delete logs
that were from testing or unnecessary by clicking the delete option on the far right of the log. Finally you
can click on the Name of the Attendee to edit or correct them. If you want to only see the logs needing
correction place a check next to the “Show only not valid” checkbox. There are four types of invalid logs
which include:

Duration is less than minimum (This just means they were not there for the required %)
Not Signed-in

Not Signed-out

Multiple Swipes (Having 2 sign-ins, 2 sign-outs, or a sign-out before a sign-in, etc.)

el

The other two buttons View Raw Swipes and Fix Swipes will be discussed in greater detail below.
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View Raw Swipes

Conference
Tracker

m View Logs Fix Swipes || Show only unresolved swipes Search: Today
‘ Joe Brown in The comrect class View Datails | Delata
Signed oul ' Card #0 fram device 2 Engmesncall ' The corréct class st Wed 124 1:16:38 pm
’Tom.hrﬁin The correct class Whew Details | Delete
Signad in Card £ from device Enginaerca(l ;' The comect class st YWed 1244 1:16:06 pm

This screen displays the made swipes. A “Missing data” is displayed when an unknown attendee made a
swipe in a workshop or a Room. You can place a check in the box next to “Show only unresolved
swipes” to view all of the swipes that are “Missing data” or “Unresolved” at the moment. An operator
can help by inputting comments while swiping in each Attendee. If they added some information to help
resolve the swipe you can see the follow items:

e When: Displays the date ant time of the swipe.

e Card#: Displays the card number and the name of the attendee assigned to.

e Room: Display the room where the swipe was made.

e Attendee: Displays the name of the attendee.

o  Workshop: Displays the session where the swipe was made. Also displays any operator
comment.

If you want to go back to the Attendance Logs from this screen click the View Logs button.

Fix Swipes

Resolve Swipes

View Raw Swipes i View Logs

To resolve swipes in bulk, filter the swipes by the groups listed below for easier resolution:
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Conference Analytics

This is a great tool to analyze the effectiveness of your workshops based on the volume of Attendees
participating in the workshops. This may also help to determine what days or times of the day during the
conference were the busiest in order to staff more Operators or Administrators to help. This may also
help when trying to balance the usage of the rooms during the conference. With this information you
may notice that you have rented too many rooms or not enough.

Visits by Day
Conference Stats

< Go Back Prnt Reports * Inforrmabion detayed up to 24k

Lo visits by cate | ShowHide Raw Data

12 [ ] L ]
"3
105
a8

a3,
TS
&8

53,
a5
18

23
15,
(E

Moy B0, 2013 Hey 13 2013 Moy 20, 2013 T 23 Now D4, 2013 Mo 11, 2013 Hov 18, 2013 Wov 20 2013 Tecoz 2013

In this first chart you will see a line graph of the busiest days during your conference.

Visits by Room

@ Visits by room Show/Hide Raw Data

53.85% - NET Room
19.78% - RM 101
7.69%-333

6.59% - RM 105

4 .40% - Building 11
3.30% - (Others)
2.20% - Amelia

2.20% - GIS Main Room

i

This is a chart where you see a pie chart showing usage of the Rooms during your conference.
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Top 50 Workshops

Top 50 Workshops

General Session Test 12
Dam Safety
Starwood Hotels

Required Session Test
AL Dept. Education

Florida Chiropractic
Physician Association

Phi Kappa Psi Fraternity
Basic Workshop

g (|~ D

Hawaii Foods

La Rural Water Association
Dealers United
International

Resume Writing

Verizon Training

Feathers Vegan Lecturre
GIS Intro Day 1

GIS Sign-In

Institute for Patient and
Family Centered Care -

R RN NN W W W W s AR O

Mo

International Education

Learning iConf - The easy
way

LERN

Shipping

Mobile to the Future
Training

ha

In this chart you will see a list of the highest attended workshops during your conference.
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Visits by Time of Day

® Visits by time of the day Show/Hide Raw Data

o ||. B III B
d:x

iy
-&q’h*&w*& ™ %:*ﬂa ﬂ -.L*n w‘i‘ﬁ “&"‘& Q&‘%‘“&{h

In this final chart you will see the busiest hours of the days during your conference.
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Email Broadcast

This is a great new tool to communicate with any group of users from Administrators, Exhibitors,
Presenters, and more! At the same instance you can e-mail just one specific attendee or even just a
couple of them. Maybe you have received their registration but not their dues or deposit then simply
write them an e-mail directly in Conference Tracker. As you can see from the e-mail below they are
sending a message out to all Presenters thanking them for their help at the conference.

Email Broadcast

From —onference Tracker
'"'.tp|:.'-l:.'l nareply @engineanca.oom
To All presantars Tl

Subyect | Thank you for Violunbeering?

B J U|FETEFE S| raragapr Fant Family vIFcr.rs.ze « 3
auﬁﬁmlmalaislq ooz gemlin o |A 22

SFullNamas.

Thiank you for assisting wikh the Great Comference 2013
Based on our records. you have assisted to the following workshops:

fwarkshopaf

And becauns of that, you have sarmad $Creditn$ creditn.
Thanks,

Mikoa Myars

HKeywords: You can use the following keywords in your email:
SFullNameS . $Title5 . SCompary$ ., SPhoneMumbers , SEmails . SWorkshops3 . SCreditsS | SCity® . $5tated . $StrectAddress®, SZipCoded

Just like in the Badge & Certificate Designers you can add Keywords to display the name of a Presenter,
the workshops they attended, etc. This can all be done using Keywords such as:

e SFullName$

o STitleS

e SCompany$

e SPhoneNumber$

e SEmails

e SWorkshopsS
e SCreditsS

o SCityS

e SState$

e SStreetAddressS$
e SZipCode$
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Lead Retrieval
This is the area where you can create, view, and edit the leads you have obtained during the
conference.

Leads
In this section you will see all the leads you have tracked as an exhibitor or if you are an admin you will
see all the leads tracked.

You must create an Exhibitor by clicking Exhibitors in Lead Retrieval section and then clicking the Create
New button. While adding the exhibitor's Information it will ask you to fill in their first name, last name,
e-mail, and to set their password. You'll also note their role is pre-set as an exhibitor.

28 PM

iConf Leads Optiona

Friday, July 5, 2013 First name
San Francisco TEDx John
Inspiring people Middle name
Michael

John Carlton Doe Last name
CEO

Company

Exhibitors can log onto iConf Leads (Apple Store Download) with the credentials provided by a
conference admin to start collecting leads. Once they have scanned the badges of Attendees the stored
user information in conftrac.com will become available for them to retrieve after the conference. The
Exhibitor may also quickly add notes to each scanned attendee to save for future reference. Using the



https://itunes.apple.com/us/app/iconf-leads/id666961108?mt=8
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/screen568x568_1_.jpeg
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/screen568x568.jpeg
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same login credentials via http://conftrac.com will get them access to an export file of these leads and

notes.

Exhibitors

You can manually create new exhibitors any time you want! Add them here if they were not on your
imported Attendee list. You can access the Create New Exhibitor screen by clicking on the Create New
button on the Exhibitors screen.

FY
[/ Conference
Tracker

Home Logout

Create New User
First Mame  John 1
Last Mame  hnglehiemerschmidt
Email  jinglehiemarschmidt@my.edu
Password
Repeat

Raole Attendes -

m {.Rnrpl

Once you have entered in the information at least the minimum information (first name, last name, e-
mail and password), press the Save button to create the Exhibitor.

Exhibitors can also be imported if you have a list of them with the minimum required information such
as First Name, Last Name, and E-mail Address. Middle name and Card ID can be added as well. To see
how to import exhibitors Click Here.


http://conftrac.com/
http://www.attendance-tracking.com/docs/doku.php/conferencetracker/en/advancedoptions#import-data
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/createnewattendee.png
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Certificates
& This is where you can design, print, and/or even e-mail certificates for the conference.

Design Your Certificate

This is where you can fully customize your Attendees certificates or just choose from several preset
templates.

Conference
Tracker

Design your Certificate

Certificate of Completion | s

This is to certify that e e T

$Attendee$ <

R |
AccnyAEES =

jon §Dabes [hanga} [Mans]
Credis Eamed $Crediss

Certified by: WM%

m Cancel From Template

On this screen you can design the certificates for your Attendees. Using the following sections:

e Toolbox

o Add Text: Create a box where you can enter text.

o AddImage: To add images to canvas the certificate.

o Select Control This is used to select a part of the certificates you want to edit. A drop-
down list shows all the elements that make up your certificate.

o Canvas Properties
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= Background Color: Select the color you want your background. Click on the
white box, and it will display a picture with all the colors you can change it.
= Background Image
* View Image: It will open a new window showing the image of the
certificate created.
*= Change: You can upload an image that resides on your computer.
= None: Removes any background image upload.

Show changes in real time using coded keywords.

o S$SAttendee$: Displays the name of the Attendee.

e SCredits$: Shows the number of credits the Attendee received.
e S$Conference$: Displays the name of the Conference.

o $Date$: Display the date the certificate was earned.

Print the Certificates

As an administrator, you may want to directly download the certificates to printout and handout to the

Attendees. You can download it individually or all.

e To print all certificates click on Generate all Certificates under section Download all certificates
and wait until the bottom section of the screen with the message your certificates are ready,
click on View Certificates to download.

e To print only a single certificate click on Generate Certificate under section Or, only one

certificate and wait until the bottom section of the screen with the message Your certificates are

ready, click on View Certificates to download.

o i
L/ Conference

% " Tracker
m Home Logout
Print Certificates

This allows you to easily export all the certificates to a POF file which you can later print. Before you proceed make sure you have
custormnized the certdicate layout in the Certilicate Designer

As this is mtended for printing or just making 3 backup of the cerificates, all of them are created in a single file. f you want each
certificate in its own file, use the email centificates option instead In both cases, depending on the size of your conference, it might
take several minutes to complete.

1. Download all certificates

To generate all certificates at once, click below:
Generate all Templates

2. Or, only one certificate

To generate only one certificate, enter the name (or email) of the attendes

Attendes

Once the certificates have generated a link should appear to View Certificates.
D Your certificates are ready! View Certificates.
[}

Your request finished successfully Click on the link above to get the
cedtificates
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E-mail Certificates
You can send certificates via email to multiple or a single Attendee.

1. To e-mail all certificates, click on Generate all Certificates
2. To send to a single Attendee must type the name of the person. Then click on Generate Certificate.

For both forms to send the certificates you need to follow the final steps where you can review the
certificate and send.

e If you need to verify the information on the certificate being sent is accurate, click on the attendee's
name displayed on the review section before sending the certificates.
e Click on Email Certificate to send the certificate in section Send them by email.

e 55
[/ Conference
Tracker

Search Home  Logout

Email Certificates

Thees allows you 1o easily email all the centificates in PDF formal 1o the: altendees. Before you procesd make sure you have customized
the certficate layout in the Centificates Designer

As thes is intended for emasing the cerlificates, each one is placed in a different fie [ you want all the cerdificates in a single file, use
the print certificates option instead. In both cases, depending on the size of your conference, it might take several minutes to
complete:

Once the cerficates are generated, you will be abile to rewew the cerficales before sending them

1. Email all certificates

To generate and emad all certificates at once, click below:

2. Or, to only one attendee

To generate and emad only one certificate, ener the name (or ermad) of the attendee:

Attendes

Generabe Certificate

Once you have entered your attendee to e-mail the certificate the next screen looks like this.

5
tb Conference
8 ™ Tracker

Home  Logowt

Review and Send

1. Review the certificates before sending

Fh Diavid A Foster

undefined cerlificates created
2. Send them by email

Mow that your certific ates have been created and you have reviewed them, click below to send those certificates

Email Cartificates

Once you hit Email Certificates the certificates will go out as is, so please review them.
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Advanced Options

This section describes the available options in Conference-Tracker. To change the CT options,

[
you need to click on Settings, below the Advanced Options section in the home page. After
changing the options you want, click Save to apply the changes to your conference.
Import Data

This is where you go to import your data for the conference. At this point once you have the rooms
entered in the Conference Tracker system you are ready to either import your Attendees/Workshops.

Here's the place where you can import your attendees, your workshops, and everything to quickly get
started. To make it as simple as possible we have defined a bunch of formats to follow. By creating a file
as explained below, you can directly upload the file and Conference Tracker will recognize it as valid
one, knowing completely what to do.

File Format

By now, only comma-separated-values (CSV) files are supported. This format is broadly supported by
many application including Microsoft Excel; it also can be created using any simple text editor. In the
first line of the file the headers must be included (check the list of valid headers below), then, the data
must be included separating each column by a comma. In the case you need to write a comma in the
data itself, you can prevent format errors by enclosing the full value in double quotes.

Valid Headers
To import attendees, you need to specify the following headers:

Required headers: FirstName, Middlelnitial, LastName, Email

Optional headers: CardNumber(This will be the number on the ID Badge Barcode), Address, City, State,
ZipCode, PhoneNumber, Title, Company

To import sessions/workshops, you need to specify the following headers:
Required headers: Name, StartTime, EndTime, Room

Optional headers: Credits, Speakers, RequiresSignOut, RequiredPresencePctg
To import workshop registration, you need to specify the following headers:

Required headers: Workshop, Email
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Attendees Import

o =
JT@’ da-- 5 UsesimportExcel.csv - Microsoft Excel
e Indet Page Layaut Fermulas Data Review WViwe
119 -~ (3 £ |
& B c D E F G H
1 FirstMame MiddleMame LastMame Email CardMumber
2 Winnie T Poch wpooh@oontrack.com 1089
3 Roger Rabbit roger.rabbit@confirack.com 1035
4 Donald Duck duck@conftrack.com 6564
5 Fred Flintstone fred@conftrack.com 1078
6 Homer I Simpson hemerjs@conftrack.com 1812
| 7

Download the example file(.csv)

Sessions/Workshops Import

——— e Iaeaeaas EEER e a8

j”%".n do-0 = SchedulelmportExcel,csv - Microsoft Excel
27 Home  dnent Page Layout  Formulss Data Review View
1n1 - 3 £ |
A B c D E E G
1 MName StartTime EndTime Credits Room Speakers
2 | Faster Design Dacisions wit 6/1/2012 10:00 am 6/1/2012 11:00 am 2 .MET Room Eric Smith
3 Styles of Redesign 6/1/2012 11:00 am 6/1/2012 12:00 am 3 Mobility Mike Williams
4 Rolling Up Qur Responsive  6/1/2012 11:00 am 6/1/2012 12:00 am 2 MET Room John Doe
5 Mobile to the Future 6,/1/2012 10:00 am 6,/1/2012 11:00 am 2 Mobility Elton Myers
6 The Future of C55 612012 12:00 pm 6/1/2012 1:00 pm 1 .NETRoom  Mary O'Connor
7

Download the example file(.csv)

Note that when you import the sessions it's important that you select the correct time zone. It has to
match the data your uploading, which is not necessarily the time zone of the place where you currently
are. E.g. you might be now in New York, but if the conference will take place in San Francisco, then you
should select '(GMT-08:00) Pacific Time (US & Canada)'.

Sessions/Workshops Registration Import
CNCERGES

WorkshopRegistrationImportExcel.csv - Microsoft Excel

Home Insert Page Layout Formulas Data Review View PDF Architect Team
| IMPORT_EXAMPLE ~ (2 |
|Workshop Email

eric.smith@conftrac.com
mwilliams@engineerica.com
john.doe@engineerica.com
myers@conftrac.com
maryoconnor@conftrac.com

|Faster Design Decisions with Style Tiles
jSters of Redesign

iRc—IIing Up Our Responsive Sleeves
jMobiIe to the Future

|The Future of €SS

CST W= R S T R ST

Download the example file(.csv)



http://www.conftrac.com/Images/Doc/UserImportExcel.csv
http://www.conftrac.com/Images/Doc/ScheduleImportExcel.csv
http://conftrac.com/Images/Doc/WorkshopRegistrationImportExcel.csv
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Running the Import File
Once you've got the CSV files prepared and ready, let's move on to uploading your files. To get here just
click on the Import Sessions button from the Conference Sessions screen.

- 2
v, Conference
Tracker

Home

Logou

!

| Import Data
Here's the place where you can import your atiendees, your workshops and everythang to quickly get started.
1. Learn How

You need to create some files that match the format accepted by Conference Tracker Please make sure to read the documentation
first

Learn how to impoart your datal

2. Upload your files:

Make sure your files strictly match the accepted format, as described in the help. There's no way 1o revert the changes made by the
impoart precess ance it has started

Time Zone: | [{UTC-05:00) Eastern Time (US & Canada) |=

Show all ime zones

Upload a file

To import the CSV files you created you just have to click the upload a file button.

- _
¥ Conference (gnum =5
Trac er - | = Enginesica b ConlTrac O3V Inperts w | #p || Search CanfT (Vivperts D
| - : a
{ T Favortes Documents library
Amrsnge by Folder ™
| Import Data il lesmsliocn: i geby Folde
= L # Downloads la -
Here's the wher dame Type
‘s the place B WO Can impy S Recort Plces |8
= AcouSalESlogo\Wetermarkjpg PEGima
& SoyDiree
1. Learn How = P i
actersales] ogo.jpg 5 ima
You need to create some files that il Libraries o 1
Firet i H Docimins £ Amendessimport.coe Migresofy
o Music = AceuSALESlege.jpg 0202012 418 P IPES
Learn how to impart your datal ! Pictures % Workshopslmpost cov %2 03 Microsof
H videcs B Curtlook.CSV R
2. Upload your files:
& Computer
Make sure your files stricthy match & Gurwayic) T 4 ] v
impart it has started
; s File narret:  Attendeesimpert.coe ~  AliFiles "7 -|
Time Fone: | [{UTC-05:)| | open |» | camca |
Shiw ST TOTES"

Upload a file
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Browse your PC to find the CSV files and click open to upload and done!
A confirmation will be at the bottom of the screen.

Export Data
Conference Tracker will allow you to download the conference information for any of the sections you
want:

e Attendees

e Operators

e Cards

o  Workshops
e Raw Swipes
e Sign-In Logs

v
fo Conference
8 ™ Tracker

Search Home Logout

Data Export

Qur policy is quite simple: Your data is yours. You can be sure of thal. We allow admanestrators to dovwnload all the information
saved in your account, including the sign-in logs reconded, the allendees info and everything else you putl in our system. Thal way you
don have 1o warry aboul whal's gomg 1o happen with your information if you decide 1o leave

It akso allows you o analyze the data using external lools ke Microsolt Excel, SQL Server, or any other data analysis softwane.

Select your time zone

Belore downloading your data, select the comrect ime zone. Times will be corvened prior 1o download.

Time Zone: | 1\ re.ge:o0) Pacific Time (US & Canada) =)

Shaw all tirne 2ones

What do you want to download?

C5Y Format HTML Format Excel 2007110 Format
Afteniess Dowinioad Crowniload Download
Operators: Dawnload Drowriload Diawnload
Cards: Dowmnload Diownload Diowmnload
Waorkshops Download [rownload Download
Raw Swipes: Drowmload Crownload Diownload
Sign-In Logs: Dowmload Diownload Diowmnload

Tracking Conference has the ability to save your information to all the following file types - CSV, HTML,
and an Excel Spreadsheet. To export click on Download and wait until it says your data is ready! Once
again click on View Attendees which will let you download the file to your computer.
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N I Your data is ready! View Workshops.
w | Your request finished successfully. Click on the link above to open it

Administrators
This is where you can manage your administrators information.

-
[/ Conference
Tracker

Home

Administrators

Search: Administrators Operators Attendess

Chadd Blodgett Delete

Mary Qberhelman Delate

Mon Masser Delate
Devices

This is where you can view your list of devices the Operators are using and can also send messages to
them if “Push Notifications” were enabled for the app after the install process on the Apple device.

L]
L/ Conference

Tracker
Home | My Profile
Devices
< G0 Back
dema-1280B7 Send Messags
demo-024ACC Send Message
dema-0T4058 Send Message

On the far right side notice the “Send Message” link on each device. Simply click this link and type a
message (up to 100 characters only) and click the send button.


http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/devicelist.png
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end message to device(s)

W

Device(s) | demo-024ACC

Message | I notice you seem to be having issues
scanning. Please come see me to swap out
your -;IE'-rlce.|

Max, 100 characlers

If push notifications are not enabled you may receive this error:

Dewvice does not have push nofifications enabled

Enable Push Notifications

Push notifications require an active ¥ Wi-Fi or .ill cellular connection. If you’re not getting notifications
for a specific app, try these steps:

1. Go to Settings > Notifications to verify that the iConf app is showing up in the push
notifications. If notifications do not appear in the Notification Center, make sure that the
Notification Center setting for the app is enabled.

2. Make sure you're signed in to your Apple ID.

3. If you've recently installed an app or restored a backup, open the app to start getting
notifications.

Reference: About Notifications on iPhone, iPad, and iPod touch (Apple.com)

Settings
This area allows you to customize some of the settings in Conference Tracker.

General
Set your Time Zone that the conference is taking place in so when you import the data it will sync with
Apple devices properly.

Sign-Out

Require users to sign-out: Enable this option if you want users to sign-out after each session. Users will
be allowed to sign-out in the middle of a session and sign-in again when they come back. If this option is
not enabled, users will only have to sign-in at the beginning of session.

Required presence: It's a value between 1 and 100 indicating the percentage of time that users must be
in a session to gain the credits.


https://support.apple.com/en-us/HT201925
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/sendmessage2device.jpg
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/sendmessage2deviceerror.jpg
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Overwrite sign-out settings of existing workshops As these values can also be defined per workshop, if
you check this all workshops will be overwritten using these values. - Use this to quickly overwrite all
workshops using the sign-out settings.

Registration
Confirmation Message: This is a brief message that you can complete using the word-like tools to
confirm the users registration to the conference.

Online Payments
These options allow you to enable payments from credit cards through a PayPal account when
Attendees complete their online registration. Here are the options:

e Enable PayPal Payments: This allows you to start taking payments via Conference Tracker's
online registration process.

e Test using PayPal's Sandbox: This allows you to state that you are testing so no actual payments
will be made in this mode.

e Merchant ID / Email: This is where you would enter your PayPal Merchant ID or if using a
personal account your e-mail address. For more information on setting up a PayPal account visit
www.paypal.com.

e Base Reg. Fee: This is the base cost in US dollars to attend the conference.

e Base Reg. Fee - Early Bird: This is the discounted cost in US dollars if they signup by the Early
Bird Date below (leave blank if you do not wish to offer this discount).

e Early Bird Date: This is the date in which you would allow registration to be discounted.

e Auto-accept paid registrations: This allows Conference Tracker to automatically accept paid
registrations so you do not have to accept them manually. If you prefer to do this yourself or
have someone monitor these registrations please uncheck this box.

e Payment information e-mail subject: This is the Subject for the e-mail notification of payment
from Conference Tracker.

¢ Payment information e-mail body: This is the Body of the e-mail notification of payment from
Conference tracker.

¢ Send an e-mail when a payment is confirmed: This enables the automated payment
confirmation e-mail. If unchecked the Attendee still will receive the e-mail message from PayPal
and an on-screen confirmation of payment.

This is a detailed summary of charges in case you added multiple items on the registration form itself.
PayPal will also send a confirmation of the total charges.


https://www.paypal.com/

