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Introduction

ey
O‘ﬂ Conference
4 Tracker

Conference tracking made easy™

Check out our website for the most up-to-date licensing and pricing information:
www.engineerica.com/conferencetracker

Conference Tracker is a simple web-based event tracking software solution allowing you to
track your attendees’ attendance at workshops, utilize a powerful ID badge system for easy
scanning, print or email completion certificates, and much more! Using the system is easy as
following these 3 simple steps!

1. Set up your Conference prior to the event.
o Easily upload or enable online registration for attendees and customize your
conference attendance options to your tracking needs.
2. Record attendance during the event.
o Scan attendees' conference badges to record attendance at the workshops.
3. Print or Email Certificates & reports!
o Print-out customized attendance reports and even email customized certificates
to conference attendees after the event wraps up so they can view their
attendance.

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:

o 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 the
Apple or Android device's 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: The attendance data then is sent to your online Conference Tracker
portal on the Amazon Cloud. The attendance data is transferred in real-time while using
an active Wi-Fi or Mobile Internet connection. Simply log in to your online Conference
Tracker account to view the attendance reports.

7 I Engineerica Systems, Inc.
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¢ 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.

e Automatic Credit Calculations: Let Conference Tracker calculate the Continuing
Education Units (CEU) 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.

o 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, cellular SMS text messaging, 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/rent hardware if you have Apple or Android devices
to install the Conference Tracker app onto and access to the system is immediate and global
since the software service is accessible via any online connection.

To track conference attendance, simply download the free Conference Tracker app on your
Apple or Android devices and login using the account credentials provided with purchase. This
app converts your Apple or Android device into a powerful attendance tracking scanner. The
attendance data is then transmitted to the Conference Tracker server on the Amazon Cloud.

Once there, simply log in to your Conference Tracker online account with any 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.

8 I Engineerica Systems, Inc.
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Getting Started

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

i
e Conference

Use ogn
User Login Don't have an account?
Gomain If you want 1o rack & new
conference. plesss po to:
Email
Password Register t0 setup your

confarance right away!

Once you get to the Conference Tracker website you will be prompted to login. At this point
you should enter the domain, e-mail, and password provided by Engineerica to login to the
Conference Tracker software. From here you will see the Main menu as shown below:
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From this Main Menu you have several sections such as Conference, Attendees, Badges,
Attendance, Certificates, Advanced Options, and more. With each one of these options you
can easily manage your conference. This guide will go through all of these sections in detail to
explain how to use the Conference Tracker software to its fullest.

Main Menu Options

e Search - This option will be available on all screens throughout Conference Tracker and
allows you to search the account for anything in the system such as Attendees,
Attendance Logs, Workshops/Sessions, Card Numbers, and more!

e Home - This option will be available on all screens throughout Conference Tracker.
Located on the top right corner of the screen, this option will return you to the Main
Menu.

e My Profile - This option will be available on all screens throughout Conference Tracker.
The My Profile link will be displayed as the first name of the account to the right of the
Home link. This link will provide several options, including Change Password, Switch
Account, Logout, and Help. Change Password will allow you to change the current
account’s password, Switch Account allows you to switch between your licensed
conferences, Logout will return you to the log in page, and Help will direct you to
Conference Tracker’s documentation.

o Statistics Box - This item will appear as the New Conference Check List when accessing
Conference Tracker for the first time. After completing the objectives detailed in the
box, it will display statistics about the current conference in real time.

e Helpful Info & Links - Below the Statistics box are some helpful links for conference
Administrators such as this documentation, developer options, and more.

o Feedback button - This option will be available on all screens throughout Conference
Tracker. Located on the right edge of the website, the Feedback button opens a menu
that will allow you to submit and vote on ideas to improve Conference Tracker.

11 I Engineerica Systems, Inc.
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Conference

oo

This Conference section allows you to configure the following information:

¢ Basic Info - This allows you to configure when and where the conference is taking place
as well as enable conference options such as enabling online registration for the
Attendees and/or Exhibitors.

e View/Edit Sessions - This allows you to create the Sessions or Workshops that will take
place at the conference based on the Conference Dates (enter in the Basic Info) and
Rooms available.

e Check-in Hand-outs - This section allows you to manage Handouts that you may want to
track which Attendees received.

e Maps - This section allows you to upload an image or document of a map that can be
accessed by attendees using the Attendee app.

e Gallery - This section allows you to display a slideshow on your browser of the pictures
uploaded to the Attendee app.

e Device Operators | Presenters | Moderators | Administrators - These sections allow
you to define the Users into one or multiple Roles that will help out at the conference.
Each role is explained in greater detail below.

Basic Info

The Basic Info section allows you to enter the following:

o Title: Complete with the name of your conference that will appear in the app for

Attendees.

o Subtitle: Complete with the slogan for the conference that will appear in the app for
Attendees.

o Website: Add the conference or organizations website that will appear in the app for
guests.

¢ Address: Add the address that this Conference will take place so the Attendees can get
directions, find local places of interest, and more from the Conference Attendee app.

¢ Conference Description: Write a description for your conference. This will be displayed
in the Info section of the Attendee app.

¢ Conference Dates: Set up the dates that the conference is going to take place so the
Attendees can see what is happening on these days and so you can schedule
workshops/sessions on these days.

e Conference Logo: Upload a Conference Logo that will be used in the App for Attendees.

12 I Engineerica Systems, Inc.
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® &
:0 Conference Engineerica Demo Conference
Tracker :

Conference Basic Information

General Information

Title Engnecrka Demo Conference

Subtitle  Exceeding your expectations...
Website hitp//www.engneencacom

Address 7250 Red Bug Lake Rd, Oviedo, FL

Conference Description

Enter the £ | Font Famiy 713“»“ s

&

nformation you 0= £ 0 ..

want to share abaut

The trining class wil ansble you to make the most cut of AccuTrack o
AccuSCL Leam about the diferont modules the sobware prowdes and how to
implement tham 3l your conter. Gel powar user lips. sk questions dmctly 10
s the AccuTrack team, and mnteract weth other AccuTrack usess

Hia'i mil imbii; vi ti iil ﬁii mi liirmi ciii >

the conference

Conference Dates

Dates March 23, 2017
March 28, 2017

March 29, 2017

(+) Add Date
Online Registration
E2 Enable Attendee Online Registration
B4 Enable Exhibitor Online Registration

License information

Max, # of Attendess Unlimited

Attendee App  Enabled
{Moce info)

Leads App Enabled
{More info)

Canrcel

ﬁ Conference
Tracker www.engineerica com/conferencetrackes

o Enable Attendee Registration Check this box to enable Conference Registration. This
feature also offers the ability to accept Credit Card or PayPal payments using your own
PayPal account through the registration process.

o Enable Exhibitor Registration Check this box to enable Exhibitor Registration. This
feature now offers the ability to register all Exhibitors at once and collect their payment
through PayPal.

¢ Upload Logo: Choose a file from your computer to use as this conferences logo.
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¢ Max # of Attendees: Displays your current limit on attendees. Clicking on Increase Limit
will notify the Conference Tracker support team of your request.

e Attendee App: Shows if your account has the Attendee app enabled or not. Clicking on
Enable will notify the Conference Tracker support team of your request.

e Leads App: shows if your account has the Leads app enabled or not. Clicking on Enable
will notify the Conference Tracker support team of your request.

Once you have set the previously mentioned information you must click the Save button for the
changes to be set.

View/Edit Sessions

This is the section where you can create or import your workshops and session, as well as add
rooms.

o« o
[/ Conference
Tracker

l ; Home | My Profile

Conference Sessions

Create Session Edit Rooms Import Sessions Search: Today

100% Write Up {no excuses) Through Step Two Appraisal ; Registration | Session Details | Delete

5 Key Elements for Structuning Deals for Profit in Todays Economy by 1a Registration | Session Details | Delete

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.
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l’a Conference
4% ™ Tracker

Hoame Logoiat

Rooms
Wiew Schedule
RM101 Delate

RM102 Delete

Create Room

Clicking on the Create Room button on the Edit Rooms screen will take you to this page. To
create a new room, simply fill in the name and location of the room.

> =
cﬂ Conference
4 Tracker

Search Home Logout

Create New Room

Name  Auditorium 101A

Location Tampa Bay Ritz Carlton

Create Workshop/Session

Once you have the rooms entered in the Conference Tracker system, you are ready to either
create your sessions/workshops manually or import them.

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.
Once done, click Save to create.

15 I Engineerica Systems, Inc.
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General Information

Name

When?

Where?

Presenters

Description

Credits
Capacity

Fee

Required presence

Custom Fields

Workshop Code

Workshaop

Classification

Warkshop Color

Welcome Reception

Friday, Apni 6th, 2018

06:00pm O - 10:00pm O

Ramada/0asis Maui Room

Warren L. Spence

Kick off the festivities the

night before! All vendors and
partopants welcome. Pre-

register and bypass the
registration lines, free
refreshments and hor

1.5
200

$ 25

[J Require users to sign-out

50 %

J Avallable for online registration
Only when the number of registracions are less than the capacity (if set)

General Information

Name - This is the name of the workshop that you want to appear on the Apple devices and in
Conference reports.

When? - This is the date of this workshop. Select from the available dates in the drop-down
menu and then select the Start time/End time of the workshop. Note: To add additional dates
visit the Basic Info section on the Home screen under the Conference heading.

Where? - This is the Room that this workshop will take place. Select from the available Rooms
in the drop-down menu. Note: To add additional Rooms go back to the View/Edit Schedule

section on the Home screen under the Conference heading.

Speakers - This is an optional field to specify the person speaking at the workshop/session.

16|
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Description - Optionally give this workshop/session a description which Attendees will see
when choosing them on the Online Registration form.

Credits - This item states how many credits the Attendee will earn if meeting the attendance
requirements of this workshop/session.

Capacity - This is to let the system know how many Attendees can signup for the
workshop/session before it becomes full on the Online Registration form.

Fee - This is the optional fee that can be added for signing up to attend this class from the
Online Registration form.

Require Users to Sign-out - Check this off if you want the Attendees to have to swipe out at the
end of the session.

Note: Even if you do not require them to sign-out it will require you place a 1 in the Required
Presence field.

Required Presence - This is the percentage of time they must have been signed in for to obtain
the credits for this workshop/session.

Available for online registration - Uncheck this box if you do not want Attendees to see this
workshop/session on the Online Registration form.

Custom Fields

These are the custom fields are in setup in the Settings of the Conference Tracker account. If
not using these fields simply ignore them. You can also import these on the Attendee import
and display them on certificates and transcripts.

Edit Sessions

To edit a Session/Workshop simple click on it's title in the list of workshops when you are in the
Conference > View Edit Sessions section.

Another option if there are too many Sessions to simply scroll through and click on the Session
Title is to utilize the Search: feature at the top of any page in Conference Tracker.

More Actions

When looking at the list of Sessions/Workshops in Conference Tracker on the far right-side of
each one listed there are 3 options.

17 I Engineerica Systems, Inc.
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o 53
¢, Conference

l Home | My Profile
Conference Sessions
Create Session Edit Rooms Import Sessions '\ Search: Today

| R .- — ————————————————
100% Write Up (no excuses) Through Step Two Appraisal € \ rRegls:va:won Session Details Oe‘ete]
\

5 Key Elements for Structuning Deals for Profit in Todays Economy (Fieg-st'etlon Session Details Uelexe]

Here is the explanation of each of those options:

Registration - Use this option to see who of your Attendees are registered for this
Session/Workshop.

Session Details - Use this option to get an attendance report and statistics about the
session.

Delete - Use this option to remove the Session from the conference. You will then have
to click a popup message to confirm this deletion.

If you delete the Workshop/Session all settings will be deleted with it so this is not
recommended unless you are canceling the Session or it was an extra Session created. You can
still pull the Attendance Logs and Attendance Logs (detailed) Exports of those who have
previously attended this session as these logs will remain in the system. However, if you try to
recreate a Session with the exact same name as a Session that had been previously deleted,

Conference Tracker will treat it is a new instance of this session, and the Session Details
Reports will not show any previous data.

Import Sessions

If you already have an existing MS Excel Spreadsheet (XLS or XLSX) and would like to simply
adjust the file to meet our import requirements. You can learn more about how the

Workshop/Session import process works in our recently updated Conference Tracker -
Session/Workshops Import section.

Check-in Handouts

In this section you create items that folks will complete or pickup during the Check-In process.
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Conference SIS o
Tracker o R R

|

o Conterence

Handouts
aniuao

Conference Badge Delote
Hotel & Parking Voucher Delete
Reception Tickets Delete

Welcome Bag Delete

Create Handout

It's as simple as doing the following from this section:

Click the Create Handout button at the top of this page.

Now give a name to the Handout or Activity that they are collecting/doing at Check-in.
You can optionally give a description if needed.

Click the Save button at the bottom of the screen to save the Handout.

PwnNPE

Delete Handout

When in this section you'll see a list of available Handouts that your conference will be giving
out. If for some reason you are not going to be offering one of these items anymore or for
whatever reason you want to get rid of all the tracking data for one of these items listed then
click the Delete link on the far right-side of the listing you want to remove.

You should be careful deleting these items because once the Handout is deleted any
information you may have wanted to Export or Report on is lost along with it. Make a careful
decision before confirming the pop-up confirmation box that appears to delete this item.

Maps

In this section, you can upload either an image or document file to be used as a map for the
attendees. These maps can only be accessed by attendees using the Attendee app.
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=
##™y Conference =
Tracker Engineerica De

Maps
Test Map Cokte
BayFront Map Oulte

Doc map prere

Exhibit Floor Oukete

Create a Map

To begin creating a new map, simply click on the Create Map button on the top left of this
page. Then follow these steps:

1. Enter a name for the map. This will be displayed on the Attendee app for your attendees
to see.

2. Optionally, you can enter a description for the map.

3. Upload a file to be used as the map. You can upload standard image file types (such as
.jpg or .png) and even PDFs.

4. Click the Save button on the bottom of the page once you're done to finish.

Delete a Map

To delete a map, return to the Maps page. From here, you should see your list of available
maps. Simply click on the Delete button on the right side of the map you want removed to
delete it.

Markers

You also have the ability to place markers on maps. Attendees are able to see markers you've

placed on the map by accessing the map from the Attendee app. To begin creating a marker,
click on one of your available maps from the Maps page.
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Map Image

Click on the map to add markers.
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From here, you should be able to see a preview image of the map. To create a marker, follow
these steps:

1. Click anywhere on the image to begin creating a marker. A new marker will appear.

2. Click on Edit to change the properties of the marker.

3. You can change the name of the marker by changing the text under Specify Room(or set
any label).

4. You can change the color of the marker by entering your own hexadecimal code or by
clicking on the white square to the right of the textbox to choose from a preset of
available colors.

5. When you're done, click Ok to finish setting up your marker.

You can move your marker around the map by clicking and dragging it. You can also edit
markers any time you would like by simply clicking on Edit on the specific marker you want to

change.

To remove a marker, click on Remove next to the Edit button on any marker.
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Click on Save on the bottom of the page once you're done making changes to your map.

If you need to go back to the Conference Attendee Checklist, click here to go back.

Gallery

With this option, you'll be able to display a slideshow of the pictures that were uploaded to the

Attendee app. The slideshow will display on your computer screen, but it is recommended that
you project your screen on a wall or to a larger display at your event.

o
[/ Conference
Tracker

[ ; Home | Fred

Filters

From March 13, 2018

Settings

Advance speed | 5 seconds
1 a
4 Auto play

B Show captions

Filters

You have the choice of filtering the slideshow photos by Date, Session, and User. Adjusting the
Date filter will only display photos after the date selected. Adjusting the Session filter will only
display photos in the session selected. Adjusting the User filter will only display photos
submitted by the selected user. You can use these filters individually or in combination with
each other.

Settings

You can change the speed at which the pictures change using the Advance Speed drop down
menu. You can select a range of times between 5 seconds to 1 minute.

Enabling Auto Play will have the slideshow advance on its own. Leaving it unchecked will allow
you to manually change the pictures yourself.
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Enabling Show Captions will display in the bottom left corner of each picture the name, profile
picture, and comment of the user who submitted the picture. Leaving it unchecked removes it.

Device Operators
Click on Device Operators under Conference to access the operator section. This is where you
can create new users or quickly view/edit the users in the system. You can make them

Administrators, Operators, Moderators, Exhibitors, Presenters, or regular Attendees.

Users with the Operator role have the ability to log into the Conference Tracker app to scan
attendees.

Conference .
Tl I € ;
Tracker
ff.'ij,--.‘ ato
Groups Companies Search: Adminsstrators Operators Attendeas
Amanda Camacho Groups | Delete

Fred Goldman Groups | Delete

You can click on the Administrators, Operators, Exhibitors, Moderators, 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.
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Amanda Camacho (# not assigned)

General information

First Name (*
Last Name (4
£hone Number

Street Address

Zlp Code
Title

Company / Institution

Security

Amanda

Camacho

acBfopa.com

Adminestrator
Attendee

Exhibitor Adminsstrators
Exhibitor Representative

Maoderator
Ope
Prasenter

L] Hide my email and phone number in the Attendee app

& Active

Change photo

Engagement Ranic
6th (0 points)

More Actions:

Delete User

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.

Presenters

Click on Presenters under Conference to access the Presenters section. This is where you can
create new users or quickly view/edit the users in the system. You can make them
Administrators, Operators, Moderators, Exhibitors, Presenters, or regular Attendees.

Users with the Presenter role have no special ability other than being able to be assigned to a
session, which will allow them to appear under the Presenter's list on the Attendee app.
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Py
@, Conference

Engineerica Demo Conference
Tracker 5
Presenters
Create New Groups Companies Search: Admnistraters  Operators Mrendees
Susie Presenter Groups | Delete
JQ Warren Spence Groups | Delate

You can click on the Administrators, Operators, Moderators, 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.

Warren Spence (# not assigned)

General Information

First Name [* Warren L
Last Name (% Spence

Phone Number

Street Address

Cit CAR———
ny
6th (0 points)
State
2ip Code More Actions:
Delete User
Title

Company / Institution  Mrosoft

Security

Emall (v warren@gmad.com
Password
Repeat
Role  Administrator
Attendee
Exhibitor Admanistrator
Exhibitor Representative
Maderator
Operator
[ Hide my email and phene number in the Attendee app

&4 Active

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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Moderators

This is where you can manage your Moderator information.

Conference e e
ngimneerica verl on en
Tracker e
Moderators
m Groups Companies Search: Administsators Opasr stoes Lttendass

Donald Duck Groups | Deleto

Users with the Moderator role have the ability to moderate the posts on the Attendee app.
They can delete posts made on the app, as well as upload and make changes to the Map.

Create: Simply click the Create New button at the top of this screen.
Edit: Click on the name of the Moderator you would like to edit.

Delete: Click the Delete link on the far right side of the bar. Then click the OK button to
confirm.

Administrators

This is where you can manage your Administrators information.

Users with the Administrator role have access to all features of Conference Tracker,
Conference Attendee, and Conference Leads.

P ]
@, Conference

Engineerica Deme Conference
Tracker &
Administrators
Growps Companies Search: Administrators Opearators Atendaes
g Alberts Ramsey Groups | Delete
J Chadd Blodgett Groups | Delete

Create: Simply click the Create New button at the top of this screen.
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Edit: Click on the name of the Administrator you would like to edit.

Delete: Click the Delete link on the far right side of the bar. Then click the OK button to
confirm.

If you accidentally clicked the Delete link click the Cancel button to go back.
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Attendees

This is where you can add, view, and edit, Attendees. As well if you did not import the Card
Numbers you can assign cards to them. Now with the Attendee Online Registration you can
manage the Attendee Online Registration Form and view Registration Analytics. Manage
Attendee Check-ins and Handouts that you want to monitor during the conference in this
section as well.

View/Edit Attendees

This is where you can add, view, and edit attendees. Assign cards to your Attendees here as
well. You can view and manage their Companies and assign each Company a Sponsorship level.

Available Buttons

These Buttons are located in the top-left corner of the screen:

¢ Create New - This allows you to create a new Attendee.

e Cards/ID Numbers - This option allows you to manage the Attendees' Card Numbers.

¢ Groups - This allows you to manage your Groups.

¢ Companies - This section is where you manage Attendee Companies

¢ Send Attendee App Login Instructions - This option will send an email to all attendees
with instructions to log in and download the Attendee App. ONLY AVAILABLE IF
ATTENDEE APP IS ACTIVE FOR ACCOUNT

¢ Contact Info Analytics - This option will show you how complete the contact
information for the attendees is.
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5
!'O Contemnce Engineerica Demo Conference
Cngineerica bemo Lonrerence
Tracker e
Attendees
Cards / 1D Numbers Groups Companies Search: Without card = Administrators Cperators Attendees

Send Attendee App Logn Instructions  Contact Info Analytics

Aaron Aash View Attendance | Groups | Delete

-
@ Abby Siiva View Attendance | Groups | Delate
a Alex Gracia View Attendance | Groups | Delete

View Filters

These Search Filters that are located in the top-right corner of the screen allow you to see only
certain Attendees by role:

e Administrators
e Operators
e Attendees
Or if they have no Card Number assigned:
e Without Card

Create New Attendee

You can manually create new Attendees in case there's a Walk-in Registration, you simply need
to add them, and/or if they were not included on your imported list. To create a new Attendee
start by clicking the Create New button on the Attendees screen (Attendees > View/Edit).
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x5
@ Conference

Tracker

Engineerica Demo Conference

Aaron Aash (#08A6AS06AB)

General nformation

First Name (%

Last Name (%)

Phone Number

Aaron
Aash

(444) 242-2424

Change photo

Street Address 7230 Red Bug Rd.
City Ovlando
3rd (57 points)
State R
Zip Code | 32800 More Actions:
T Cio View Regstration
itle C

View sttendance

Print Certdficate
tmail Centificate
Print Badge
Emall Badge
Print CEU Report
Email CEU Repont

Company / institution | NASA

Security

Email + asash@engineerica.com Delete User

Repeat

Role  Admimstrator
Attendee
Exhibitor Admnistrator
Exhibitor Representative
Moderator
Opserator
Presanter

2 Hide my email and phone numbeér in the Attendee spp

B Active

Once you have entered all the required information and any other you want press the Save
button to create the Attendee.

Attendees can be imported if you have a list of them with the minimum required information
such as First Name, Last Name, and Email Address. A column for Middle name needs to be
added although is not required to include any info. The Card Number can be added as well if
you want to assign your own numbers.

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.
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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

FirstName | Middlelnitial ‘ LastName \ Email ‘ CardNumber \ CustomField1
Winnie T Pooh wpooh@contrac.com 1089 C515
Roger Rabbit roger rabbit@conftrac.com 1035 P952
Donald Duck duck@conftrac.com 6584 A511
Fred Flintstone fred@conftrac.com 1078 B512
Homer J Simpson homerjs@conftrac.com 1812 L1122

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.
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0.. Conference
Tracker

Import Data

Here's the place where you can import your attendees, sessions and everything 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,
Click here to learn how to import your data.

2. Check your time zone

Your time zone s set to Eastern Standard Time. To change it click here,

3. Upload your files

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

What do you want to import? | o M

Admunistrators

Exhibitor Adminustrators
Exhibitor Representatives
Operators

Presenters

Attendees

Sessions

Sessons Registrations

To import the CSV files you created you just have to click the upload a file button.
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» =
) Conference
“ I Tracker

Import Data

Here's the place where you can im{l|

1. Learn How

You need to create some files that
Please make sure to read the docu
Click here to learn how to import y|

2. Check your time zor

Your time zone Is set to Eastern St3

3. Upload your files

Make sure your files strictly match ‘

import process once it has started,|

| Organize v

New folder

-

W Favorites
B Desktop
# Downloads
4 Recent Places &

%@ SkyDrive

~4 Libranes

+ Documents
J’ Music
| Pictures
B videos

S Computer
| & Gateway (C:) v ke

Documents library

ConfTrac CSV Imports

Name

= AccuSALESlogoWatermarkjpg

M Signature.jpg

= mastersaleslogo.jpg
7] Attendeesimport.csv
= AccuSALESlogo,pg
@ Workshopsimport.csv
ZL) Outlook CSV

File name:  Attendeesimport.csv

m

vI‘,!" Search ConfTroc CSV imports

Artange by

Date modified

Folder ~

Type

9/20/2012 4:45 PM IPEG imaq
9/20/2012 4:42 PM JPEG imad
9/20/2012 4:31 PM IPEG 1ma
9/20/20124:26 PM  Microsoft]
9/20/2012 418 PM IPEG ima
9/20/2012 405 PM Microsoft]
3/20/2012 3:39 PM Microsofy
’
v | AllFiles (") -
Open Iv Cancel

What do you want to import?

Upload a file

—

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

at the bottom of the scree

More Actions

n.

e View Attendance - This option allows you to pull a quick Report on the Sessions
attended by this Attendee.

¢ Delete - This option allows you to remove an Attendee from Conference Tracker if

added in error.

View Attendance

To view the Attendee's Workshop/Session Attendance click the View Attendance link on the
far-right of their listing in the list of the Attendees in the Attendees screen. You'll get a report
like shown below that you can simply view or print.
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w5
[/ Conference
Tracker

Engineerica Demo Conference

Aaron Aash Report

< Go Back Print Report

Tlrr.\e 2 Time In (%) Credits Evaluation Aaron Aash
(mins)

Global Learning NASA company
Colloquivm on
Teacher
Education
Family Meeting O 0 0
Dr.
Wigglesworth's
Miracle Cream
Presentation
Casino Night 0 0 0
Check-in at

Welcome 0 0 0
Reception
Bucket & Auger
Truck Safety

5 i 0 credits earned
8 workshops
0 mins time in {average)
09% time in {average)

Special Event:
Opening 0 0 0
Celebration

First-Timer's Apr 62017
Networking 1:30PM

Delete Attendees

To delete an Attendee just click on the delete link on the far-right of their listing in the list of
Attendees in the Attendees screen.

0'. Conference
Tracker

Engineerica Demo Conference

Attendees

SN CEN  Cards / 10 Numbers Groups Compansas Search: wihout card  Administratars Operators Attendaas

Send Attendee App Login Instructions  Contact Info Anafytics

E.-‘ Aaron Aash View Attendance | Groups @
L ¥ = V@ enpineedaa. com Altenges Active | Card #DEAGAI0GAT NASA

a Abby Silva View Attendance | Groups | Delete

a Alex Gracla view Attendance | Groups | Delete
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All Attendance Logs Associated with this attendee will become orphaned from this user even if
they are re-added later. The Exports and Attendance Logs may still reflect this information but
if you recreate them later after being deleted they will not show in the Attendance Details
section with the previously associated logs.

Groups
This page will allow you to manage your groups. Groups allows you to filter attendees into

different batches. After creating a group, you can then print or email badges, QR labels,
certificates, and CEU reports based on group.

o
¢, Conference

Engineerica Demo Conference

Groups
Java Members | Print QR Labels | Delete
Plate Lovers Members | Print QR Labels | Delete

Create a Group

You can create new groups manually or by importing them. To begin manually creating a new
group, click on the Create New button. From there, simply enter in a group name (optionally,
you can also enter a description) and click Save to finish creating your group.

To delete a group, click on the Delete button to the right of the group you want removed.

Assigning Members

o 20
##™y Conference s o
Tracker Engineerica D

Plate Lovers

Members Toml Hughes
Ryan Johnson
Kevin Doran
Fraser Morris

John McCain
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To begin adding members to your group, click on the Members option to the right of the group
you want to add members to. From there, you can begin searching attendees using the search
bar. Once you've found the attendee you want to add to the group, click their name from the
drop down menu and then the Add User button. They will be added to the group list.

To remove members, click on the minus symbol to the left of the name you want removed.
Cards / ID Numbers

To access this section from the home screen click Attendees > View/Edit > Cards / ID Numbers
button. The purpose of card numbers is to create a QR code on the Attendees' badge.

o 5
¢, Conference
Tracker

[ 5 Home | Belkis

P eamadeon 7 1Y Kb svan s cavie
Caras / 1D Numbers

[GLEICRE Ll Assign Automatically  View Attendees Search: Unassigned
#1035 Unassign | Delete
#1078 Unassign | Delete

Assigning cards is only necessary if you created the attendee manually and you did not choose
to assign the card number at the time. By importing attendees you can skip this step if the
import includes the card number. Additionally, if you forgot to import the attendees with a card
number you can easily assign everyone a card with a click of a button. Learn more in the next
section.

Create Card

To assign the card number start by clicking the Create Card button and typing the card number
and then select the name of the attendee you would like to assign that will appear under
Assigned To as a drop down menu.

Assign Automatically

The Assign Automatically button will auto-generate card numbers and assign it to the
attendees that don't have one. Once you click the button, the process is done in the
background and depending on the size of the database it may take several minutes.
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More Actions

These are additional options you can do from the Cards/ID numbers screen.

View Attendees

If you would like to go back to the list of Attendees then click the View Attendees button.

Unassigned

To see all the Attendees without card numbers use the Unassigned button in the top-right
corner.

Companies

This is a list of all Attendees’, Exhibitors', Presenters', Operators' and Administrators'
Companies.

Sponsor Types

{ Show all companies -

Addison Marie Construction Defete
| Akron Children’s Hospital Delete
| Alpha Dog Delete
. Apostle Groovef Delete

This is primarily used for Exhibitors' Companies so you can view/manage their Sponsorship
Level, help them create their Conference Leads Survey/Questionnaire, and view their
Conference Leads limits (The amount of Exhibitors for each Company that are licensed to use
the Conference Leads app).

Create New Company

Typically the Company will never need to be created manually if you are importing your Users
(Exhibitors and Attendees) or having each sign-up/register online through Conference Tracker's
Online Registration. If you have to create a Company simply:

1. Click the Create New button.
2. Fill-out the required fields (Company Name).
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3. Finally click the Save button when complete.
More Actions

These are the additional options available in the Companies screen as shown below:
Companies

{ Show all companies -

Addison Marie Construction Defete
~ | Akron Children’s Hospital Delete
] Alpha Dog Delete
- Apostle Groover Delete

Edit a Company

To edit a Company you simply need to click on any of the Company names in the list.
View Limits

To view the Conference Leads License Limits of a company simply click the View Limits link
below the Company name on any one of the Companies listed in this screen. This will be based
on how many Conference Leads Licenses the Exhibitor's Company purchased.

View Representatives

Clicking this option will take you to a list of all of the selected company's representatives
attending the conference.

Edit Leads Survey

The Conference Leads Survey is a unique set of questions per Company that they ask
Attendees who stop by their booth using the Conference Leads app. To view/edit the
Conference Leads Survey for a Company you can click the Edit Leads Survey link on the
Company listed in this screen.

Delete a Company

To delete the Company simply click the Delete link on the far right-side of any one of the
Companies listed in this screen. You'll be prompted to confirm to prevent accidental deletions.
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Sponsor Types

CSrnn crnr Tunpoe
>PONSOor types
' ]

Create Sponsor Type Companies

Platinum Delete
Gold Delete
Silver Delete
V . Bronze Delete

These Sponsor Types or Sponsorship Levels were created to allow you to assign each Company
a Sponsorship level in Conference Tracker.

Create New Sponsor Type

1. Click the Create New button.
2. Fill-out the required fields (Sponsor Type Name).
3. Finally click the Save button when complete.

Edit a Sponsor Type

Simply click the Name/Title of the Sponsor Type in the list of Sponsor Types to change it's
attributes.

Delete a Sponsor Type

To delete one of these Sponsor Types if added in error you can click the Delete link on the far
right-side of every listed Sponsor Type. Confirm the message and done!

Online Registration
How to access: Attendees > 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:
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o 1Y
¢ Conference A T -
Tracker e R

[ Home Fred

Attendees Online Registration
Edt Reg@stration Form Share Descount Coupons Contrm Al Send Payment Instructions  Regastrabion Anahtcs

| Online registration enabled. Online Payments enabled. View registrations: | all pending

John Doe Confirm | Delete

Send Payment Instructions | Confirm | Delete

Diego Jancic
Perding

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.

Create/Edit Registration Form

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 7 types of fields:

1. Textbox - The purpose of this item is simply if you want to get a text response from the
registrant.
o Properties:
* Required - Use this option to make a response required (Yes) or optional
(No).
2. Price - The purpose of this item is to allow your registrant to add any price value to their
final payment (Typically used for donations).
o Properties:
= Required - Use this option to make a response required (Yes) or optional
(No).

3. Password - This item is basically a text box that hides the characters and could be used
to hide sensitive information. Note: You'll get 2 fields so the user will have to verify the
information.

o Properties:
= Required - Use this option to make a response required (Yes) or optional
(No).
=  Minimum length - Use this option to set the minimum length required
for the password.

4. Listbox - The purpose of this item is to allow the registrant to select one or multiple
item(s) from a list of options. Note: You can now add prices to these options to be
tallied on final payment.

o Properties:
* Required - Use this option to make a response required (Yes) or optional
(No).
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= Multiple selection - Use this option if you want the registrant to have
more than one selection.
= Allow Prices per Option - Use this option if you want to associate prices
with each list item that will be added to their final payment.
5. Checkbox - The purpose of this item is to allow the registrant to check a box on the
registration form (typically used to confirm consent).
o Properties:
= Required - Use this option to make a response required (Yes) or optional
(No).
6. Section Title - The purpose of this item is to separate portions of the form with
headings.
7. Explanatory Text - The purpose of this item is to provide additional information to
registrants while they are completing the form.

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 shown below. Be sure to save after your are done with the Save button at the
bottom of the form.

Software Innovators Conf.

General information

Change form title  Software Innovators Conf.

Design your form
35 marked with (*) are mandatory Add F
. : | Text l
Registration e
l Price '
Please fill out this form to register to the International Conference of Scientific p——_e -1

Studies, and we will get in touch with you shortly I Ensawort ’

First name ¢+
Middle name (+
Last name (%)
Phone number
Email %

Company

Registration Details

Ticket type (» () Member Registration -$ 200
() Non-Member Registrat -$ 300
(O | Meals Only™ -$ s0
Add option
(*) Meals Only: For guests of attendees that are not attending the conference

presentations. All meals from Thursday night dinner to Sunday breakfast!

i List !
l Cheackbox !
| " Section Title '

j Explanatory Text '

Select Fleld o Edit
This control has no properties
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You can now mark sessions for online registration. Marked sessions will appear on the
Conference Tracker online conference registration form. Attendees will see a description of
these sessions and will be able to sign up for them. The software will keep track of the
registrations and will allow attendees to register until the room reaches its full capacity!

Registration Options

The other options aside from editing the registration form you have here allow you quickly
confirm all registrations using the Confirm All button and the Share Option.

Confirm All

Confirm All could possibly be used if you want to quickly add every received registration form
regardless of it's phase. This will make more sense after reading The Registration Process
section below.

Share

This area allows you to get iframe html code to add the registration form to your own website,
offers quick Social Media options to share information about registering for the conference,
and finally a direct link that you can e-mail to possible attendees so they can register for the
conference.

Send Payment Instructions

Use this button to send all the pending attendees the payment URL/information to complete
the process through PayPal. This is only necessary if you are using PayPal through Conference
Tracker and online payments are activated.

The Registration Process

This area can get confusing for first time users so this next section is here to help clarify the
process of Attendees registering for the conference.

The next topic to discuss is the life-cycle of a registration goes through several phases in this
order:

1. Pending or With Error
2. Paid & Pending (Can be skipped if you set to auto-accept paid registrations.)
3. Accepted or Discarded.
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Online Registration

Edit Registration Form Confrm All Share Online registration enabled. View:. All pending :-

All pendeng
Paid & pending
Mark Smith Arcapted Confirm | Delete

Pending Descarded

Sarasa Rodriguez Send Payment Instructions | Confirm | Delete
L 1 Pending f

Pending
This means that the Attendee has filled out the registration form but it has not been approved.
This phase is when the attendee has not paid for the Conference. From here you can select the

option on the Attendee's line to “Send Payment Instructions” as pictured above.

With Error

These are the registration forms that have been completed with errors. Several examples may
be the e-mail address was formatted incorrectly like “mi ke@abc.com” or the phone number is
missing a digit like “407-555-555_”. Here you'll have the ability to make these corrections.
Paid & Pending

Attendees will only show up in this phase if “Auto-accept when payment received” is not
turned on in the conference settings. Here you can manually accept the Attendees who've paid
their registration fees.

Accepted or Discarded

These are lists of all the Accepted Registrations and Discarded ones you chose to delete.
Accepted

This is a list of all the Accepted Registrations.

Discarded

This is a list of all the Registrations Discarded you chose to delete.

You can look at each of these using the dropdown box labeled View in the top right of the
Online Registration screen (pictured in the screenshot above).

Registration Analytics
Run this handy tool to know things like most popular session/workshops based on sign-ups,

responses to meal plans or other custom questions, and number of attendees per session. Use
this for better planning for your conference.
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Check-In

In this section this is where you Check-in Attendees for the conference and give them handouts
you previously created in the conference details section. Each time you check-in a person you
can provide additional comments about the Attendee.

Closed Check-in

This simply means that today is not one of the dates of the Conference as Check-ins can only be
done during the Conference dates. This means if you plan on doing Check-Ins the night before
be sure to include that date in the Basic Info section of your Conference Tracker account.

o

"a Conference 2 3
O] ' Dem = -
Tracker -
[
Check-In (closed)
2 v\, % More Actions:
< Go Back View Notfications Craate New Attendee
Create Notification

View All Notifications
Check-in Is open only on the dates when Engineerica Demo Conference is active

This is on:
e 03/23/201
e 03728/201
® 03/25/201

~N ~

~

Open Check-in

Check-In
« G Bk Wizw Notscations
af aflendes 1o thedk

Atterder | Micholas

Nichalas Armstrong

This would display on the dates of the conference and allow you to
Check-in Attendees to pickup their Handouts and provide any last
minute notes. To do this, follow the process below: E
1. Type the name of the attendee and if registered they »
should show up in the list. And now select their name in

we Badge

Parking Voucher

I Reception Tickets

the list. FWelcome Bag
2. Once selected check of the items they are picking up from Notes. | Weeded to get the koo
your area and provide any notes regarding the person and R
or comments. This could be as simple as “Had to register
and create badge for this person.” etc. Previous Check-ins  No check-ins found
3. Finally click the Save button at the bottom of this page to Carce

get a confirmation message.
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At this time if there were any notifications setup to go out they would be triggered and send
the e-mail notification messages out.

New-Arrival Notifications

These are reminders that can be created when a special needs and/or VIP person arrives so you
or others can be notified.

Create Notification: Use the Create Notification link in the orange box in the top-right corner of
the screen to initiate a new Notification.

Edit Notification

General Information

Set a notification to receive a text message when an attendee checks-in.
When? At check-in.
Attendee | Nicholas Armstrong
Send text to | Diego Jancic Leave empty to send to the attendee.

Meggage text | {Name} has just checked-in. Please greet him
properly as he 1s the Mayor of Bloomberg.
Also he likes his water at room temperature.|

Use {Name}to enter the name of the attendee.

Save Cancel

Edit Notification: Use the View Notifications button at the top of the page or use link in the
orange box in the top-right corner of the screen entitled “View all notifications” to modify an
existing Notification.

Motifications

Create Motification Check-1In

Armstrong, Micholas Delete

Delete Notification: When viewing all the notifications you can click the Delete link on the far
right of the notification itself and confirm the OK in the popup message to delete an existing
notification.
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Badges

via

o

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

View / Edit

You'll be able to see all of the badge designs you've created on this page. You can create as many badge
designs as you'd like. To design a new badge, click on the blue Create Badge button. You can give your
badge design a name and a short description. These options will appear on the right side of your badge

when you create one:

e Design: This will take you to the badge designer for the badge. If this is your first time designing

a badge, you will be taken to a templates page, where you can choose a template for your

badge.

e Print: This will take you to the printing page with the specific badge design already selected.

e Email: This will take you to the email page with the specific badge design already selected.

e Delete: This will remove the badge from the list.

Change Sides
e Design the Back: This will take you to the designer for the back of the badge. It works the same

as designing the front, except when you print the badge, you will have two sides for each badge.

e Design the Front: This will take you back to the front of the badge.

e Clear the Back: This removes any designs you've put on the back of the badge.

Be sure to click the Save button at the bottom of the page before moving to another side of the badge.

Toolbox

e Size and Orientation: Use this to set the badge type you want to use.

o O O O O O

o

3“x 4" (Avery #5392)
2-1/4" x 3-1/2” Avery #5390
3.370“ x 2.125” (CR-80)
41/4“x32/3” (N6XLW)
35/8“x51/2” (NAVME)

4 1/4“ x 6” (NS2VW/NS2VR)
4" x 3” (On-Site Printer)

The default template used in our badge template is the 3” x 4” badge inserts (Avery part number #5392

- 6 per page) and can be found using the Avery.com website or at retailers carrying Avery products.
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Due to popular demand we also added additional badge options through another source at
PCnametag.com which are used for the badge sizes/templates:

e 3.370“x2.125” (CR-80)
e 41/4“x32/3" (N6XLW)
e 35/8“x51/2” (NAVME)
e 41/4“x6” (NS2VW/NS2VR)
And we also added support for onsite printing using badge printers

such as a Dymo printer that prints one 4“ x 3” badge at a time. Change Side:
e Add Text Button: Create a box where you can enter text. Design the Back
o Font Size: Adjust the size of the text. Clear the Back

o Font: Adjust the type of the font used in the textbox.

o Alignment: Aligns the text with in the box area you Stee and Osteniation
draw.

3" x 4" (Avery #5392 |
o Style: Bold, /talic, and Underline options.

Toolbox
F lor: Adj he color of th .
o Font Color: Adjust the color of the text Add Text
o Background Color: Adjust the background color of PP e

the textbox area.

Add Barcode
e Add Image Button: To add images to canvas the badges.

o View Original: This opens the image in a separate Select Control
tab/window so you can see the original size/image.
Canvas v
o Select: Use to select the location and file of the
image you want to insert. Canvas Properties
o None: Use this to remove all images from the image Show Border
box. [ No

. . Background Color
e Add Barcode: This allows you to add either QR or Code 39 r 1

barcodes to your badges.
Background Image

o Type: Use this to select either QR Code or Code 39 View Image
barcodes. We recommend using the QR code as they [Change] [None]
are ideal for readability using the Conference

Tracker app with device's camera when tracking the Sessions.

e Select Control This is used to select a part of the Badges you want to edit and if selecting the
boxes on the designer it lets you know what is the current item selection. A drop-down list
shows all the elements that make up your Badges.

e Canvas Properties
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o 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.

o Show Border: The default option is No. If you enable borders, you will see a slight gray
border that surrounds each badge when you print them. They will typically align with
the perforated edges of the paper size you use, but you can remove the border if they
don't align properly.

o Background Image

* View Image: It will open a new window showing the image of the Badges
created.

* Change: You can upload an image that resides on your computer. You can
upload any normal image file type such as .JPG and .PNG.

The recommended image size to upload is based on the 3“ x 4” badge design which is 1200 x 900 pixels.
We recommend using at least 300 DPI which is industry standard for the best printing results. To
calculate the pixels needed for other badge design background sizes you simply need to multiply the
inches of the height and width of the badge by 300 [the DPI (Dots Per Inch)] to find the exact pixel
count.

e None: Removes any background image upload.
Use these keywords in any text box:
User Keywords
o SFirstName$, SLastName$, or SFullName$: Displays the name of the Attendee.
o STitle$S & $Company$: Displays the Position and Company Name of the Attendee.

e $PhoneNumber$, SEmail$, $StreetAddress$, SCity$, SState$, & $ZipCode$: Displays additional
information about the attendee.

e SUserCustomFieldNS: (N=1-5) Displays the custom fields you uploaded or entered for each
attendee.

o $Sessions$: Displays a list of all sessions this attendee is registered to at this conference.
e S$Credits$: Shows the total number of credits the Attendee received.

Conference Keywords
e SConference$: Displays the name of the Conference.

e SDate$: Display the date of the Conference.
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Selection Options
There are 4 options you can do when you have any of the above items (images, textboxes, etc.) selected.

4.

This is to certify that

................................................................................. -
Earned the SCredits$ credits for attending the following workshop:

CME Elligible Workshop Credits

$SessionCustomField1$ $Workshop$ $Credits$

Move: To do this click anywhere on the item. Once it has the focus click and drag it anywhere on
the canvas.

Resize: To do this simply click and drag the gray arrow located on the bottom-right corner of the
box. Note: you cannot make the box larger than the canvas size.

Edit: To do this double-click the textbox or table and this will allow you to change the text. Note:
Images do not have this option as they have this option in their properties. additionally there is
not an image editor in this designer so this means you'll have to edit the image outside of the
Conference Tracker website before uploading them.

Remove: Simply click the red ball in the top-right corner of the box.

Finalize the design
Be sure to click the Save button at the bottom of the page when done editing or click the From

Templates button to start over.

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.

Select the badge design from your list of saved designs using the drop-down menu next to
Badge Design. This is the design that will be printed.

You can adjust where the badge will start printing on the page under Customize Badge
Generation. For example, there are six badges per page for a standard Avery #5392 template. By
default, the Skip value is set to 0, which means the badges will print starting on the top left of
the page. However, if you set the Skip value to 1, it will skip the first space, starting instead in
the top right corner, resulting in five badges for the first page. This option is useful for reusing
paper if you happen to be printing badges one at a time on one sheet of labels.

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. You can also generate all badges for a certain Group by searching for the
group using the Members of text field. You can print by a specific role as well by selecting the
role from the Users with roles box. Select multiple roles by holding Ctrl and clicking.
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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.

| ". Conference
Engineerica Demo Conference
Tracker :

Print Badges

This allows you to easily export all the badges to a PDF file which you can later print.
Before you proceed make sure you have customized the badge layout in the Badge Designer.

Please make sure to follow the printing tips you find here.

Select the design you want to use in the badges

Select the design from the list below. If you want to create a new design please dlick here,

Badge design | Attendee Badge ¥

Customize badges generation

Customize the badges generation by adjusting the settings below.

Skip |0
The specfied number of badges will be blank before the first one is printed.

Download all badges

To generate all badges, you can use the filters below or click on the 'Generate all badges' button directly:

What badges do you want to print?
® Al badges
O Only medified after last time badges have been printed.

O Only modified after: may 4, 2018 & 1:ssam O

Members of | Trpe to search..

Users with roles = Admirestrator
Exhibitor Admnistrator
Exhibitor Representative
Moderatoer
Operator
Prasenter

Generate a3l

Or, only specific badges
To generate specific badges, enter the names (or emalis) of the users:

User(s) |Type to searct

Generate badgels)

Conference
Tracker www.engineerica.com/conferencetracker
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A confirmation screen will show at the bottom of the screen and click on View Badges to print out.

Your request finished successfully Click on the link above to get the badges

‘ | Your badges are ready! View Badges.
"l
!

The Avery part number for badges that you need 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.

First please download the PDF file, save it, and open it in Adobe Acrobat Reader DC to print the Badges

and avoid excessive wasting of badge paper. This will ensure that when you go to print the badge you
can choose to “Use Actual Sizes” when it prints. The default action is of many web browsers and Adobe
Reader is to “Shrink to fit” the print-out on the page. Read the next article to learn more on how to
correct this issue.

How to align the badges with the paper?

The Conference Tracker badges are in Adobe PDF format. We recommend that you use the download
the Adobe PDF Reader to open the badge file. If you do not have this, download the free Adobe Acrobat
Reader DC direct from Adobe.

The default Print Size setting in Adobe Acrobat Reader DC will produce incorrect badge formatting.

Change the settings in the Adobe Acrobat Reader DC to fix this issue. Below is how:

1. From the Adobe Acrobat Reader DC menu, select File = Print.

2. In the Print dialogue box, under the Page Sizing and Handling section, by default the selected setting
is “Shrink oversized pages”. This is the wrong setting for printing Conference Tracker badges!

3. Change this option to “Actual size”. You should now be able to click the Print button with the correct
alignment on your Conference Tracker badges.

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 Select the badge design from your list of saved designs using the drop-down menu next to
Badge Design. This is the design that will be emailed.

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
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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.

Select the design you want to use in the badges

Select the design from the list below, If you want to create a new design please click here,

Badge design = Attandee Badge v

Email all badges

To generate all badges, you can use the filters below or click on the ‘Generate all badges' butten directly:

What badges do you want to e-mail?
@® Ali badges
O Only modified after last time badges have been e-mailed,

© Only modified after: august 12, 2015 « satam O

Members of | Type to search
Users with roles = Administrator

Exhibitor Administrator
Exhbitor Representative
Moderator

Operator

Presenter

Generate at badges

Or, only specific badges

To generate specific badges, enter the names (or emails) of the users:

U\Q"l‘-'l Tvpe to saarch.

Ganurate badge(s]

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

You also have the option of making changes to the body of the email by clicking on Edit Email Contents.

52 |

Engineerica Systems, Inc.



Conference Tracker - Reference Manual (Ver. 3.0 - June 2018)
Review and Send

1. Review the badges before sending

ﬁ Richard Dextex % Ashley Alvarez
2002 walk-in@asbo.m varez@engineerica. com
Vn Aaron A Aash @ Abby Silva
Alex Gracia i Amanda Dunne
[ e )
‘h Art Heiman % Catherine Kerr
art Meiry 3 v [P0
(- John Doe ‘i Bethann Belermelster

v

168 badges (reated‘
2. Write the email content

Edit Email Contents >

3. Send them by email

Now that your badges have been created and you have reviewed them, click below to send those badges.

Finally click the Email badges button.

Print QR Labels

This is an option for those who already have their own badges but do not have barcodes on them to
scan. Typically these are printed out and attached to the back of the badge. In this section it produces a
printable sheet of 24 QR codes on 1-1/2“ x 1-1/2” squares with the names and card numbers of each
Attendee. Recommended printing with Avery® Easy Peel® White Square Labels 22805, 1-1/2" x 1-1/2",

Pack of 600.

To quickly print all the Attendees' QR labels click the Print button. You can also filter based on individual
Attendees or Workshop Registration to get only the labels you want.
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Attendance

20
L)

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 logs in a list. As well as edit each part of the existing
Attendance Logs as shown below:

- -
[/ Conference
Tracker

I Home | My Profile

Attendance

Swipe & Card  View Raw Swipes Fix Swpsag Fis Logs Flber Lagd.... Search: Today
% Simon Monk Delete
% Fraser Maorris Delete

Attendance Status - This is the first option displayed and shows the validity of the Attendance
Logs which is explained further in the Filter Logs... section.

e Attendee Name - This is displayed the name of the attendee

e Workshop/Session - This displays the Session/Workshop the Attendee has attended.
e Date - This option displays the date of the attended Workshop/Session.

¢ Time in the Session: - Next is displayed the total time spent in this Session/Workshop.

e Percentage in the Session - Finally this displays the amount of time spent in the class based on
the start/end times of the class and their sign-ins and sign-outs.

Read the next sections that cover all the buttons available on the Attendance Logs toolbar.

Create Log

The purpose of this section is not to track conference attendance as we have a much better system
setup using our Conference Tracker App for Apple and Android devices but is used when you need to
add logs that for some reason was not able to be scanned into the system via the app after the

workshop has happened.

When you can click the Create Log button on the Attendance Logs toolbar this is what you can add:
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1. Assign the Attendance Log to an Attendee by searching for their name and selecting them in the
results.

2. Next choose a Workshop/Session that you want to create an Attendance Log for the Attendee.
3. Thenyou'll need to set the proper date for this Attendance Log.

4. Finally add the Sign-in and Sign-out Times (if requiring Sign-out) and click the Save button at the
bottom of this page. There will be a preview of their timeline to ensure the times added make

sense.

When you set the In/Out status and select the time including the AM/PM be sure to click the Add link
on the end of each sign-in/sign-out for this log to
Attendes  Jobn Bon Jow
v Equipmant Salety & Inspectionn
Friday, May Sth, 2017

e B vl oaaniaoem O

& os o 054 :-:on-‘

save the sign-in or sign-out
properly before proceeding to click the Save button at the bottom of this page. Notice that once this is
done the Timeline shows correctly as well.

If the Date and In / Out Times does not match the actual Workshop date and is during the start/end
times of this Session then the log you are creating may be considered as one of the errors called
Duration less than minimum and the Attendee will not get credit until the log is corrected.

Swipe a Card

The purpose of the Swipe a Card button on the Attendance Logs toolbar is to add a log for an Attendee
that you may have not been able to swipe-in/out at a workshop through the app. This feature may also
replace the app to scan Attendees from a Computer but is not the preferred or recommended method.
This is because the swipes entered in on this screen are recorded at the exact date/time they are
entered.

This is not the ideal way to track attendance using Conference Tracker as additional hardware such as a
barcode scanner may be required or you'll have to type in their ID numbers for each attendee manually.
As well you cannot leave this screen unattended as it is not made to act as a kiosk tracking sessions
without an device Operator or Administrator.

Here are exact steps to swipe-in/out Attendees to a Session/Workshop manually not using the
Conference Tracker app (which is the preferred method):
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1. First, select the swipe Type of either Sign-In or Sign-Out.

2. Next, type in the Session/Workshop name to search and select an available Session/Workshop
you want to track.

3. Now type or swipe the Attendees' ID number/magstrip/barcode to enter it in the Attendee box.
4. Finally you must click the Save & Swipe Again button to save this swipe.

The first 2 options will remain selected to allow you to simply swipe or type the next Attendees' ID
number/magstrip/barcode to enter it in the Attendee box.

View Raw Swipes

o 65
vﬂ Conference
% " Tracker

Search Home Logout

S WIDES

Swpe 3 Card view Logs Fix Swipes Show only unresolved swipes Search Today
. Joe Brown in The comrect class View Details | Delote
M Tom Jones in The correct class View Details | Dejete

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:

¢ 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.

e 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.
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Fix Swipes
Resolve Swipes

TR EIVESYLECE  Swipe a Card View Logs

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

Some scans during a conference may end up being a Unresolved Swipe. Unresolved Swipes are
instances of scans that were successfully taken, but the scan could not be assigned to an attendee. This
usually occurs if the device that is scanning attendees is not Synced properly or if the Operator made a
mistake while entering an attendee manually. Clicking on Resolve will show the complete list of
Unresolved Swipes.

You will be able to see the Date, Time, Session, and Card Number of the scan. Typically, the system will
automatically be able to match up the number with an attendee, and the option to Use *Attendee
Name will appear to the right of the log. This will automatically resolve the swipe and place it in the
Attendance Logs section of the website.

However, if the system could not match the number to an attendee, you will instead have a search box
to the right of the log. You will have to determine yourself who the attendee is and assign the log to
them.

It is important to resolve these swipes, as attendees with unresolved swipes will NOT earn credit for
attending the session.
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Fix Logs

m Viaw Raw Swipes Fx Swipes

Use this tool to fix the Invalid attendance logs In bulk. You can create missing swipes at the beginning or the end of the session
and remove the swipes that were made outside of it too (le, before the session started of after it ended).

1 Remove swipes before the tarte
| Remove swipes after the session ended
Create 7 H"“-!nr:ﬂw'"w f b .
J Create swipe at ena e se
O Change all swipes close to the sign-ins {in a 10’ frame)
O Change alf swipes close to tf uts (in a 10 frame)
Select Logs to Apply

You can apply these changes to all or just some attendance logs. Use the fiiters below to apply those changes to only some
attendance logs, or leave them empty to apply the modifications to all the logs

atatus Not ssgnad-n

You can use this tool to bulk fix all logs in a specific session. You have these options available to you and
they can be used one at a time or in combination with each other:

¢ Remove swipes before the session started: This will will remove any swipes done before the
session start time.

e Remove swipes after the session ended: This will remove any swipes done after the session end

time.

e Create swipe at the beginning of the session: This will create an “In” swipe at the session start
time.

e Create swipe at the end of the session: This will create an “Out” swipe at the session end time.

e Change all swipes close to the start to be a sign-ins (in a 10' frame): Any swipe within a 10
second time frame of the session start time will be converted to an “In” swipe.

e Change all swipes close to the end to be a sign-outs (in a 10' frame): Any swipe within a 10
second time frame of the session end time will be converted to an “Out” swipe.

After selecting the changes you want to be made on the logs, select a session from the Session field and
then choose the type of Invalid log you want changed.

Once complete, select Apply Changes at the bottom of the page.

This tool can NOT be used to create swipes. It can only be used to modify existing swipes.
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Filter Logs
Now if you want to only see the logs needing correction then click the Filter Logs button and select one
of the following options:

1. Duration is less than minimum - This just means they were not there for the required percentage
of time to get credits.

2. Not Signed-in - This means that the Attendee did not swipe-in to the Workshop/Session and
needs to have a swipe-in added to their log for that particular Workshop/Session.

3. Not Signed-out - This means that the Attendee did not swipe-out to the Workshop/Session and
needs to have a swipe-out added to their log for that particular Workshop/Session.

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

More Actions
This section describes clickable options that are available on each of the individually listed of
Attendance logs.

Edit Log

Simply click the Attendees name on any of the given logs to make changes or correct errors on their
Attendance Log. You'll notice this option being used quite frequently while correcting the Attendance
Logs using the Filter Logs... options.

Delete Log
This option is located on the far right of every individual Attendance Log and is not recommended
unless needing to cleanup test Attendee scans in/out of a test Session prior to the conference.

This option is permanent and will not be recoverable. If you happen to click on this option by accident
simply click the cancel option in the pop-up window to stop the removal of the selected log. Realize an
Attendance Log is a collection of all the sign-ins and sign-outs for an Attendee to a specific Session. So if
they are deleted you would have to add all these Swipes back into the system manually (that is if you
can even recall the Attendee and what Session they belonged).

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.
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Visits by Day

Conference Stats

< Go Back Prnt Reports * Information dedayed up to 24hs
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In this first chart you will see a line graph of the busiest days during your conference.

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

N 4

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
Hawaii Foods

tmh h O~ ©

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 & &0

International Education

Learning iConf - The easy
way

LERN

Shipping

Mobile to the Future
Training

(B8

- == M

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

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.
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Email Broadcast

From | Conference Tracker
Reply-to | noreply@enginesrnica.com
To | Al presentars

Sulnect | Thank you for Violunkeering!

attach File

BJUIEE

B Bl Feragraph, 7| FontFamly = | For

B | ) =
| ol 3 gum]iya]a -2

SFlfismag.

Thank you for seisting with the Creat Coalerence 2013,

Bamed on cwr recorde. you have sswsted to the folloming worksbops:

sk hops s
&nd because of that, you have samed §FCredits§ credita.
Thanks,

Mika Myard

R

-

Keywaords: You can usa the following keywords in your email:

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:

SFullName$
STitle$
SCompany$
SPhoneNumber$
SEmail$
SWorkshops$
SCreditsS

SCity$

SState$
SStreetAddressS
SZipCode$

Announcements

This function allows you to send a notification to every attendee using the Attendee app. If push

notifications are enabled on their devices, it will appear as one. Attendees are also able to access past

announcements using their app. Twitter integration is also possible, allowing tweets to be sent as live

announcements.
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0'. Conference
Tracker

[

Send Announce

Post via Twitter!

G 1 infos ti Enter the name of your Twitter
eneral Information
= = account and we will share all

your updates automatically with
Title the attendees!

Follow Twitter Account:
Text @confradker

Save Account Open

Who will receive this announcement?
Send to | Everyone
‘When do you want to send this announcement?

Now

Send Discard View Al Arnouncements

Creating an Announcement
You can send an announcement immediately or schedule announcements to be sent automatically at
certain times. Follow these steps to create an announcement:

1. Enter the title of the announcement. This is the message that will be displayed when the
attendee first sees the announcement.

2. Optionally, you can enter additional text to the announcement. The attendee will be able to
read this additional text if they open the announcement on their app.

3. Choose who will receive this announcement. The default setting is to send the announcement
to every attendee. However, you can choose to send the announcement to a specific attendee,
as well as to the attendees of a specific session.

4. Choose when to send the announcement. If you have the setting set to Now, simply finish the
announcement by clicking on the Send Now button. If you choose to schedule a date and time,
you must select a day and time to send the announcement on. Click on Schedule to finish
scheduling your announcement. Conference Tracker will automatically send out the
announcement at the appointed time.

You can view all past and future announcements made by clicking on View All Announcements.

If you schedule an announcement, make sure that it is exactly how you want it. You can not make
changes to an announcement once you've scheduled it.

Session Evaluation

This section allows you to create satisfaction surveys for your attendees to take. Surveys can only be
completed by attendees using the Attendee app. Attendees will be asked to complete a survey upon
entering a session, but they can also manually access uncompleted surveys using their app. Each survey
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guestion can be answered using a number scale of 1 to 5. You can customize two different surveys: the
default survey and the session specific survey. The default survey is asked instead if you don't create a
session specific survey for a certain session. You also have the option of restricting attendees from
earning credits until they've completed a survey.

e General Configuration: You will be able to enable and disable session evaluations here by either
marking or removing the check on the Enable session evaluation surveys box. Marking the
Allow open comments box will give the attendees a chance to write a text comment at the end
of each survey.

e Customize default survey: This section allows you to create the questions for your default
survey.

e Customize session survey: This section allows you to create the questions for each session.
Search up the session you would like to create a survey for and you will be able to change the
guestions asked on the survey.

gy
@, Conference
Tracker

Home | Fred

.
n Fual 3Tt
n Evaluat

C-enefd(.oﬂﬁwrwoﬂ Customize Default Swevey  Customize Session Survey

; Summary Report Evaluations by Session

Ih a el
.o

Survey Results
You have the ability to see the results of your surveys in three ways:

e Summary Report: This report will display a list of every session that had at least one survey
completed for it. It shows the average ratings for each session and also will indicate how that
average compares to the average ratings of the entire conference.

e Evaluations by Session: This section will allow you to search up a specific session and generate
an average ratings report for the specified session.

e Analytics: This section will allow you to access a ratings distribution chart for each question
asked at each session. Simply click on the plus sign next to each question to display the chart. It
also displays the number of attendees that answered each question and survey. You also have
the option of printing out the report.
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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.

4:29 PM

Conference Leads

First name
. . John
Engineerica
Last name
Smith

E E Email
jsmith@Gmail.com
[=&F=

1 e

Exhibitors can log on to the Leads app (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
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Exhibitor may also quickly add notes to each scanned attendee to save for future reference. Using the
same login credentials via http://conftrac.com will get them access to an export file of these leads and

notes.

Online Exhibitor Registration
How to Access: Lead Retrieval > Exhibitor Online Registration

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

AA : i a ——
A ine xKeyistratioln

Edit Regstration Form Canfirm All Send Payment Instructions Share Online registration disabled

View registrations: | Al pending

Diego Smith (Nike) Confirm | Delete
Pendin

(]

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.

Create/Edit Registration Form

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 7 types of fields:

1. Textbox - The purpose of this item is simply if you want to get a text response from the
registrant.

o Properties:
*= Required - Use this option to make a response required (Yes) or optional (No).

2. Price - The purpose of this item is to allow your registrant to add any price value to their final
payment (Typically used for donations).

o Properties:
* Required - Use this option to make a response required (Yes) or optional (No).

3. Password - This item is basically a text box that hides the characters and could be used to hide
sensitive information. Note: You'll get 2 fields so the user will have to verify the information.

o Properties:

* Required - Use this option to make a response required (Yes) or optional (No).
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*  Minimum length - Use this option to set the minimum length required for the

password.

4. Listbox - The purpose of this item is to allow the registrant to select one or multiple item(s) from
a list of options. Note: You can now add prices to these options to be tallied on final payment.

o Properties:
* Required - Use this option to make a response required (Yes) or optional (No).

= Multiple selection - Use this option if you want the registrant to have more than

one selection.

= Allow Prices per Option - Use this option if you want to associate prices with
each list item that will be added to their final payment.

5. Checkbox - The purpose of this item is to allow the registrant to check a box on the registration

form (typically used to confirm consent).
o Properties:
* Required - Use this option to make a response required (Yes) or optional (No).
6. Section Title - The purpose of this item is to separate portions of the form with headings.

7. Explanatory Text - The purpose of this item is to provide additional information to registrants
while they are completing the form.

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
shown below. Be sure to save after you’re done with the Save button at the bottom of the form.
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General information

C hange form title  Engineenca Demo Exhitor Reg

Design your form

Add Feld
Company / Institution {* Text
First name (* Price
Middle name Password
Last
Last name
Chedbox
t
Section Title
P SWOrc
Explanatory Taxt
Repeat Password

Emanl

Select FHeld to Edit

This control has no properties

Meal option ¢+ []  anything
[0 vegetanan
[ vegan
[0 Keosher
[ Gluten-intolerant

Add cption

Donation s

Save Cancel

Registration Options
The other options aside from editing the registration form you have here allow you quickly confirm all
registrations using the Confirm All button and the Share Option.

Confirm All
Confirm All could possibly be used if you want to quickly add every received registration form regardless
of it's phase. This will make more sense after reading The Registration Process section below.

Share

This area allows you to get iframe html code to add the registration form to your own website, offers
quick Social Media options to share information about registering for the conference, and finally a direct
link that you can e-mail to possible exhibitors so they can register for the conference.

Send Payment Instructions

Use this button to send all the pending exhibitors the payment URL/information to complete the
process through PayPal. This is only necessary if you are using PayPal through Conference Tracker and
online payments are activated.
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The Registration Process
This area can get confusing for first time users so this next section is here to help clarify the process of

exhibitors registering for the conference.

The next topic to discuss is the life-cycle of a registration goes through several phases in this order:
1. Pending or With Error
2. Paid & Pending (Can be skipped if you set to auto-accept paid registrations.)
3. Accepted or Discarded.

|_ ':||||'-' ."~.:|'||' |'-II"":--'| |”||__ tration

SNl  Confim Al Send Payment [nstructions Share Online registration enabled.

View registrations: [ Al pending w
Al pending
Paid & pending
Diego Smith (Nikejlalis=lne
5 : _ Dicarded
Wikth emors

2ptes Confirm | Delet=

ing

Pending

This means that the Attendee has filled out the registration form but it has not been approved. This
phase is when the attendee has not paid for the Conference. From here you can select the option on the
Attendee's line to “Send Payment Instructions” as pictured above.

With Error

These are the registration forms that have been completed with errors. Several examples may be the e-
mail address was formatted incorrectly like “mi ke@abc.com” or the phone number is missing a digit like
“407-555-555_". Here you'll have the ability to make these corrections.

Paid & Pending
Exhibitors will only show up in this phase if “Auto-accept when payment received” is not turned on in
the conference settings. Here you can manually accept the exhibitors who've paid their registration fees.

Accepted or Discarded
These are lists of all the Accepted Registrations and Discarded ones you chose to delete.

Accepted
This is a list of all the Accepted Registrations.

Discarded
This is a list of all the Registrations Discarded you chose to delete.

You can look at each of these using the drop-down box labeled View in the top right of the Online
Registration screen (pictured in the screenshot above).

Exhibitor Administrators
How to Access: Lead Retrieval > Exhibitor Administrators

This is where you can manage your Exhibitor Administrators information.
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Exhibitor Administrators
Search: Administrators Operstors Altendees

Judy Dench Delete

Create: Simply click the Create New button at the top of this screen.

Edit: Click on the name of the Administrator you would like to edit.

Delete: Click the Delete link on the far right side of the bar. Then click the OK button to confirm.
If you accidentally clicked the Delete link click the Cancel button to go back.

View Limits: Click the View Limits link to see exactly how many exhibitor representatives they are
planning of having attend or are allowed according to the number of exhibitors registered. As well if
they purchased the Conference Leads app through the Online Conference Registration you'll see how
many license they paid to use.

Exhibitor Representatives
How to Access: Lead Retrieval > Exhibitor Representatives

You can manually create exhibitors in the Exhibitor Representative/Administrator page. You can access
the Create New Exhibitor screen by clicking on the Create New button on the Exhibitors screen.

Once you have entered 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.
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Certificates

B

This is where you can design, print, and/or even e-mail certificates for the conference.

View / Edit

You'll be able to see all of the certificate designs you've created on this page. You can create as many
certificate designs as you'd like. To design a new certificate, click on the blue Create Certificate button.
You can give your certificate design a name and a short description. These options will appear on the
right side of your certificate when you create one:

e Design: This will take you to the certificate designer for the certificate. If this is your first time
designing a certificate, you will be taken to a templates page, where you can choose a template
for your certificate.

e Print: This will take you to the printing page with the specific certificate design already selected.
e Email: This will take you to the email page with the specific certificate design already selected.

e Delete: This will remove the certificate from the list.

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

«bs
a Conference Engineerica Demo Conference
Tracker &

[ L eme (]

Design Certificate

Design the front of the certificate

00 SDates

# wershop(s)

SWorkmtosss

5 3 Size and Orientation
- e 5 A4 - Landscape
O % L Toolbax
@ertificate of Recognition -
Tris iy 5 oAty that i Ard Image
$FullName$
e Sedect Control
Yoarcenys Canvas b

$Conference$ Canvas Properties

Show Border
o
Background Color

Background Image
View image
{Change) (Nore]

On this screen you can design the certificates for your Attendees. Using the following sections:
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Toolbox
¢ Size and Orientation: This option allows you to change the certificate from “Portrait” to
“Landscape” using “A4” or “Letter” sizes.

e Add Text Button: Create a box where you can enter text.
Size and Orientation
o Font Size: Adjust the size of the text.

A4 - Landscape il
o Font: Adjust the type of the font used in the textbox.
Toolbox
o Alignment: Aligns the text with in the box area you
Add Text
draw.
Add Image
o Style: Bold, /talic, and Underline options. 9
o Font Color: Adjust the color of the text. Select Control
o Background Color: Adjust the background color of
Canvas v
the textbox area.
e Add Image Button: To add images to canvas the certificate. Canvas Properties

Show Border

o View Original: This opens the image in a separate I
No v

tab/window so you can see the original size/image.

Background Color
o Select: Use to select the location and file of the [ T 1
L=

image you want to insert.
Background image

. . . ' |
o None: Use this to remove all images from the image View Image

box. [Change] [None]

e Select Control This is used to select a part of the Certificates
you want to edit and if selecting the boxes on the designer it lets you know what is the current
item selection. A drop-down list shows all the elements that make up your certificate.

e Canvas Properties

o 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.

o 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. You can
upload any normal image file type such as .JPG and .PNG. The recommended
image size to upload is 1200x900 pixels at 300 DPI.

= None: Removes any background image upload.
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Use these keywords in any text box:
User Keywords
o SFirstName$, SLastName$, or SFullName$: Displays the name of the Attendee.
o STitle$ & SCompany$: Displays the Position and Company Name of the Attendee.

e SPhoneNumber$, SEmail$, $StreetAddress$, $City$, SState$, & SZipCode$: Displays additional
information about the attendee.

e SUserCustomFieldNS: (N=1-5) Displays the custom fields you uploaded or entered for each
attendee.

e SWorkshops$: Displays a list of all workshops this attendee went to at this conference.
e SCredits$: Shows the total number of credits the Attendee received.

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

o $Date$: Display the date the certificate was earned.
Selection Options
There are 4 options you can do when you have any of the above items (images, textboxes, etc.) selected.

This is to certify that

Earned the SCredits$ credis for attending the following workshop:

CME Elligible Workshop Credits
$SessionCustomField1$ $Workshop$ $Credits$

1. Move: To do this click anywhere on the item. Once it has the focus click and drag it anywhere on
the canvas.

2. Resize: To do this simply click and drag the gray arrow located on the bottom-right corner of the
box. Note: you cannot make the box larger than the canvas size.

3. Edit: To do this double-click the textbox or table and this will allow you to change the text. Note:
Images do not have this option as they have this option in their properties. additionally there is
not an image editor in this designer so this means you'll have to edit the image outside of the
Conference Tracker website before uploading them.

4. Remove: Simply click the red ball in the top-right corner of the box.
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Finalize the design
Be sure to click the Save button at the bottom of the page when done editing or click the From
Templates button to start over.

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 Select the certificate design from your list of saved designs using the drop-down menu next to
Certificate Design. This is the design that will be printed. You can also generate all certificates
for a certain Group by searching for the group using the Members of text field. You can print by
a specific role as well by selecting the role from the Users with roles box. Select multiple roles
by holding Ctrl and clicking. You can send certificates to attendees in a certain session using the
Users who attended field.

e Enable the Exclude attendees with no credits earned checkbox to only generate certificates for
attendees who have earned credits. Enable the Only give credit to a session if the attendee
completes its evaluation survey checkbox to only give credit to attendees who have completed
the survey for a certain session through the Attendee app.

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.
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Select the design you want to use in the certificates
Select the design from the list below. If you want to create a new design please click here.

Certificate design Certificate 21 v

Download all certificates

To generate all centificates, you can use the filters below or click on the 'Generate all certificates’ button directly:

Members of
Users with roles  Admirestrator

Artervion
BExhibitoe Administrator
Exhibitor Representative
Moderator
Operator
Presenter

Users who attended

[ Exclude attendees with no credits earned

1 Only give credit to a session if the attendee completes its evaluation survey

Gererste all certificates

Or, only specific certificates
To generate specific certificates, enter the names (or emails) of the users:

carls)
User(s)

Generate cartficateds)

Once the certificates have generated a link should appear to View Certificates.

‘fiour request finished successfully Click on the link above to get the
cerificates

Your certificates are ready! View Certificates.
i
E-mail Certificates
You can send certificates via email to multiple or a single Attendee.

e Select the certificate design from your list of saved designs using the drop-down menu next to
Certificate Design. This is the design that will be emailed. You can also generate all certificates
for a certain Group by searching for the group using the Members of text field. You can email by
a specific role as well by selecting the role from the Users with roles box. Select multiple roles
by holding Ctrl and clicking. You can send certificates to attendees in a certain session using the
Users who attended field.

e Enable the Exclude attendees with no credits earned checkbox to only generate certificates for
attendees who have earned credits. Enable the Only give credit to a session if the attendee
completes its evaluation survey checkbox to only give credit to attendees who have completed
the survey for a certain session through the Attendee app.

1. To e-mail all certificates, click on Generate all Certificates
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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.

Select the design you want to use in the certificates

Select the design from the list below. If you want to create a new design please click here.

Certificate design  Certficate #1 s

Email all certificates

To generate all certificates, you can use the filters below or click on the 'Generate ali certificates' button directly:

Members of Tyoe to seardh

Users with roles  Adminestrator
Attendee
Exhibitor Admirestrator
Exhibitor Reprasentative
Maoderator
Operator
Presenter

Users who attended Type to search
[0 Exclude attendees with no credits earned

[0 Only give credit to a session if the attendee completes its evaluation survey

Generate all certificates

Or, only specific certificates

To generate specific certificates, enter the names (or emails) of the users:

User(s)

Generate certficate(s)

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

Review and Send

1. Review the certificates before sending

®
s
i
is
s

2. Write the email content

Edit Email

3. Send them by email

Richard Dextex
) f b

2002-walk-in@asho.md.dc

Aaron A Aash

aash@engineerica.com

Alex Gracia

olex@gmail.com

Art Heiman

Art Heiman®@aig.com

John Doe

bbb@nowhere.com

Contents >

B EEEE

Engineerica Demo Conference

Abby Silva

Abby.Silva@Valic.com

Amanda Dunne

y@demo.com

Catherine Kerr

rsha@fusionlearninginc.com

Bethann Beiermeister

bbelermeister@sunamerica.com

|
v

168 certificates created

Now that your certificates have been created and you have reviewed them, click below to send those certificates.

Ematl Cert

AAtes

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

This is where you can design, print, and/or even e-mail CEU Transcripts for the conference.

View / Edit

You'll be able to see all of the transcript designs you've created on this page. You can create as many
transcript designs as you'd like. To design a new transcript, click on the blue Create Transcript button.
You can give your transcript design a name and a short description. These options will appear on the
right side of your transcript when you create one:

e Design: This will take you to the transcript designer for the transcript. If this is your first time
designing a transcript, you will be taken to a templates page, where you can choose a template
for your transcript.

e Print: This will take you to the printing page with the specific transcript design already selected.
e Email: This will take you to the email page with the specific transcript design already selected.

e Delete: This will remove the transcript from the list.

Design Your CEU Transcripts
How to Access: CEU Transcripts > Design

This is where you can fully customize your Attendees CEU Transcripts or just choose from several preset
templates. If you don't like any of them simply click the None option at the bottom.

w0
e Conference
Tracker

Design CEU Report/Transcripts

Design the front of the report

Size and Orientation

Conference Continuing Rt~ Pocr o

Toolbax

Add Tet

Education Credit Report

s i 8 caniien aopy of e CEUs aamed Add Image
SFullName$ Add Table
$Conference$ Select Control
Dste Workshop Credits
SOaes $Workshop$ $Credtss i
$Date$ $Workshop$ $Crecits$
SDateS $Warkshop$ $CreditsS R Do i

SDsteS SWorkshops SCreditss Show Barder
$DateS $Workshop$ SCredtss Mo

$0ate$ $Workshop$ $Credits$
SDstes SWorkshops SCreditsS
SCreditss
SCradits$
$CrecitsS
SCreditss
$Date$ $Workshop$ SCredtss

Credts Eamed SCredtss

On this screen you can design the CEU Transcripts for your Attendees. Using the following sections:
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Toolbox
¢ Size and Orientation: This option allows you to change the transcript from “Portrait” to
“Landscape” using “A4” or “Letter” sizes.

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

o Font Size: Adjust the size of the text. Size and Orientation
o Font: Adjust the type of the font used in the textbox. \ Letter - Portrait v
o Alignment: Aligns the text with in the box area you draw. Toolbox

o Style: Bold, /talic, and Underline options. Add Text

o Font Color: Adjust the color of the text. Add Image

o Background Color: Adjust the background color of the Add Table

textbox area.

e Add Image Button: To add images to canvas the transcript. Select Control
o View Original: This opens the image in a separate Canvas i
tab/window so you can see the original size/image.
_ _ _ Canvas Properties
o Select: Use to select the location and file of the image
you want to insert. Show Border
[No_ ¥

o None: Use this to remove all images from the image box.
& & Background Color

|

e Add Table Button: To add images to canvas the transcript. l

Background Image
View Image
[Change] [None]

o Font Size: Adjust the size of the text.

o Font: Adjust the type of the font used in the textbox.

o Alignment: Aligns the text with in the box area you draw.
o Font Color: Adjust the color of the text.

o Background Color: Adjust the background color of the textbox area.

e Select Control This is used to select a part of the CEU Transcripts you want to edit and if
selecting the boxes on the designer it lets you know what is the current item selection. A drop-
down list shows all the elements that make up your transcript.

e Canvas Properties

o 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.

o Background Image
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* View Image: It will open a new window showing the image of the transcript
created.

* Change: You can upload an image that resides on your computer. You can
upload any normal image file type such as .JPG and .PNG. The recommended
image size to upload is 1200x900 pixels at 300 DPI.

* None: Removes any background image upload.

Use these keywords in any text box:
User Keywords
o SFirstName$, SLastName$, or SFullName$: Displays the name of the Attendee.
o STitle$S & SCompany$: Displays the Position and Company Name of the Attendee.

e SPhoneNumber$, SEmail$, $StreetAddress$, SCity$, SState$, & SZipCodeS$: Displays additional
information about the attendee.

e SUserCustomFieldNS: (N=1-5) Displays the custom fields you uploaded or entered for each
attendee.

o SWorkshops$: Displays a list of all workshops this attendee went to at this conference.
e SCredits$: Shows the total number of credits the Attendee received.
Conference Keywords
e S$Conference$: Displays the name of the Conference.
o $DateS$: Display the date the transcript was earned.
Use these keywords in the transcript table:
Transcript Keywords
o $DateS$: Displays the date of the relative workshop that the credits were earned.
o SWorkshop$: Displays the name of the relative workshop that the credits were earned.
e SCredits$: Shows the number of credits the Attendee received in relation to the workshop.

e $SessionCustomFieldNS: (N=1-5) Displays the custom fields you uploaded or entered for each
workshop.

To edit what columns appear in the table simply double-click the table and edit them. The column
definitions will look something like this:

Date = SDate$
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CME Elligible = $SessionCustomField1$
Workshop = SWorkshop$

Credits = SCredits$

Selection Options
There are 4 options you can do when you have any of the above items (images, textboxes, etc.) selected.

This is to certify that

e o o o o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e ;‘
Earned the SCredits$ credits for attending the following workshop:
CME Elligible Workshop Credits
$SessionCustomField1$ $Workshop$ $Credits$

1. Move: To do this click anywhere on the item. Once it has the focus click and drag it anywhere on

the canvas.

2. Resize: To do this simply click and drag the gray arrow located on the bottom-right corner of the
box. Note: you cannot make the box larger than the canvas size.

3. Edit: To do this double-click the textbox or table and this will allow you to change the text. Note:
Images do not have this option as they have this option in their properties. additionally there is
not an image editor in this designer so this means you'll have to edit the image outside of the
Conference Tracker website before uploading them.

4. Remove: Simply click the red ball in the top-right corner of the box.
Finalize the design

Be sure to click the Save button at the bottom of the page when done editing or click the From

Templates button to start over.
Print the CEU Transcripts
How to Access: CEU Transcripts > Print

As an administrator, you may want to directly download the CEU Transcripts to printout and handout to
the Attendees. You can download it individually or all.

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

o Options:
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= Transcript Design: Choose the design you want to print here.

= Include certificate as first page: This attaches a Certificate before each
transcript in the printout.

= Users who attended: This allows you to specify a single workshop to print the
transcripts on.

= Exclude attendees with no credits earned: This allows you to only get valid
attendees who have attendance data.

= Only give credit to a session if the attendee completes its evaluation survey:
This option will only give credits to the sessions in which the attendee has
completed the evaluation survey using the Attendee app.

e To print only a single transcript enter the name of the attendee and click on Generate Transcript
under section Or, only one transcript. Then wait until the bottom section of the screen with the
message Your Transcripts are ready, click on View Transcripts to download.

Select the design you want to use in the transcripts

Select the design from the list below. If you want to create a new design please click here.

Transcript design  CEU Report £1 o

Download all transcripts

To generate all transcripts, you can use the filters below or dick on the 'Generate all transcripts’ button directly:

Members of

Users with roles  Adminstrator
Attendes
Exhbitor Admirestrator
Exhbitor Reprasentative
Moderator
Operator
Presenter

Users who attended
[] Exclude attendees with no credits earned
[0 Only give credit to a session if the attendee completes its evaluation survey

[0 Include certificate as first page

Generste all transcoripts

Or, only specific transcripts

To generate specific transcripts, enter the names (or emails) of the users:

User(s)

Generate transoipt(s)
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Once the CEU Transcripts have generated a link should appear to View Transcripts.

Your transcripts are ready! View Transcripts.

Your request finished successfully. Click on the link above to get the
transcripts.

al |

E-mail CEU Transcripts
How to Access: CEU Transcripts > Email

You can send CEU Transcripts via email to multiple or a single Attendee.
1. To e-mail all CEU Transcripts, click on Generate all CEU Transcripts

2. To send to a single Attendee must type the name of the person. Then click on Generate
Transcript.

e Options
o Transcript Design: Choose the design you want to print here.

o Include certificate as first page: This attaches a Certificate before each transcript in the
email.

o Users who attended: This allows you to specify a single workshop to email the
transcripts on.

o Exclude attendees with no credits earned: This allows you to only get valid attendees
who have attendance data.

o Only give credit to a session if the attendee completes its evaluation survey: This
option will only give credits to the sessions in which the attendee has completed the
evaluation survey using the Attendee app.

For both forms to send the CEU Transcripts you need to follow the final steps where you can review the
transcript and send.

e If you need to verify the information on the transcript being sent is accurate, click on the
attendee's name displayed on the review section before sending the CEU Transcripts .

e Click on Email Transcript to send the transcript in section Send them by email.

84 I Engineerica Systems, Inc.



Conference Tracker - Reference Manual (Ver. 3.0 - June 2018)

Email Transcripts

This allows you to easily email all the transcripts in PDF format to the attendees. Before you proceed make sure you have customized
the transcript layout in the Transcript Designer.

As this is intended for emailing the transcripts, each one is placed in a different file. If you want all the transcripts in a single file, use the
print transcripts option instead. In both cases, depending on the size of your conference, It might take several minutes to complete.

Once the transcripts are generated, you will be able to review the transcripts before sending them.

General Options
Include certificate before each CEU ReportTranscript?

Include certificate as first page

1. Email all transcripts

@® all attendees
O Only those who attended this session:

M Exclude attendees with no credits earned

2. Or, to only one attendee

To generate and email only one transcript, enter the name {or email) of the attendee:

Attendee

Generate transor

Once you have entered your attendee to e-mail the transcript the next screen looks like this.
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Review and Send

1. Review the transcripts before sending

Christa M. Santos ‘i Fred Flintstone

christinab@engineerica.com kristals@engineerica.com

3 transcripts created
2. Write the email content

Write the content of the email that will be sent to the users. The only valid keywords you can use are m for the name of the user
and SLINkS for the link to the transcript being sent.

The transcript will be attached In the email sent. Induding the link is not mandatory.

From | Conference Tracke
chly-(o noreply@engineanca n
Subject

Paragraph = | Font Family = | Foet See =L

3. Send them by email

Now that your transcripts have been created and you have reviewed them, dick below to send these transcripts.

Email Transcripts

Once you hit Email CEU Transcripts the CEU Transcripts will go out as is, so please review them.
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Advanced Options
°3

This section describes the available options in Conference Tracker. To change the Conference Tracker
options, you need to click the Settings, below the Advanced Options section from the home page. After
changing the options you want, click Save button 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 or
Workshops/sessions.

Learn more about importing your Attendees, Sessions/Workshops, and everything else to quickly get
started. To make it as simple as possible we have defined an import sample for each type of import for
you to follow. By creating a file, as explained below, you can directly upload the file to Conference
Tracker so it can validate it and get your conference information ready for use in the system.

File Format

Only Comma-Separated-Values (CSV) files are supported for Conference Tracker imports. This format is
broadly supported by many application including Microsoft Excel; it also can be created using any simple
text editor (such as notepad). In the first line of the file the headers must be included (check the list of
valid headers below) with commas separating each of the columns you want to include followed by the
data/records separating each column by a comma. In the case you need to have a comma in the some of
the data/records itself, you can prevent upload and file formatting errors by enclosing the full value in
double quotes.

Administrators, Operators, Presenters, and Moderators Import
These users will be added to the system from this type of import and this is a quick definition of their
role:

¢ Administrators - This User type is the one that configures all the settings, import/exports data,
and runs the conference. They have the highest level of permissions on a Conference Tracker
account.

e Operators - This User type is the one that helps scan attendees, input onsite registrants
(Attendees), and can print badges/qr labels. These Users have limited access to the system and
are typically your volunteers/members helping at the conference.

e Presenters - This User type is the one that will be the speaker at a session. This user is only
imported typically to generate a special badge for them.

e Moderators - This User type has the ability to delete messages on the Attendee app and use the
Moderate Messages function on the Conference Tracker website.
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Admin/Operator/Presenter/Moderator Import Valid Headers
To import Administrators, Operators, Presenters and Moderators you need to specify the following
headers:

Required:
e FirstName, Middlelnitial, LastName, Email
Optional:

e City, State, Address, ZipCode, PhoneNumber, Title, Company, CustomField1, CustomField2,
CustomField3, CustomField4, CustomField5

Optional but helpful to provide information if using Conference Leads or the Attendee App:

e CompanyDescription, CompanyEmail, CompanyPhoneNumber, CompanyStreetAddress,
CompanyCity, CompanyState, CompanyZipCode, CompanyContactFirstName,
CompanyContactMiddleName, CompanyContactLastName

FPooh

winmie T 'A'EIDI:IH@I;DI'II;F@I: com a181
Roger Rabibit roger rabbit@conrac. com 8852
Donald Duck ducki@conftrac com 5461
Fred Flintstone Tred@coniirac com 5612
Homer J Simpson NoMErjs@conftrac. com 9523

Exhibitor Admin/Reps Import
These users will be added to the system from this type of import and this is a quick definition of their
role:

e Exhibitor Administrators - This User type is the one that configures the Conference Leads
custom qualifying questions, can perform a random drawing from leads collected, and can
manage the Exhibitor Reps for their company. They have no access to your Conference Tracker
account and only see the (Attendee) leads information they or their reps capture.

¢ Exhibitor Representatives - This User type is the one that helps scan attendees at the exhibitor
booths, use the Conference Leads app (if purchased a license), and e-mail leads to themselves.
They have no access to your Conference Tracker account and only the (Attendee) leads
information they capture.

Exhibitors Import Valid Headers
To import Exhibitor Administrators or Exhibitor Representatives you need to specify the following

headers:
Required:

e FirstName, Middlelnitial, LastName, Email, Company, CompanyBooth, CompanyWebsite
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Optional:

e City, State, Address, ZipCode, PhoneNumber, Title, CustomField1, CustomField2,
CustomField3, CustomField4, CustomField5

Optional but helpful to provide information if using Conference Leads or the Attendee App:

e CompanyDescription, CompanyEmail, CompanyPhoneNumber, CompanyStreetAddress,
CompanyCity, CompanyState, CompanyZipCode, CompanyContactFirstName,
CompanyContactMiddleName, CompanyContactLastName

FirstName Middielnitial LastName Emall Company

Winnie T Pooh wpooh@contrac.com "Honey Corp."
Roger Rabbit roger.rabbt@conftrac.com "Carrot Enterprises”
Donald Duck duck@conftrac.com "Quack Inc."

Fred Flintstone fred@conftrac.com “Theima Ruiles Inc "
Homer J Simpson homers@confirac com "Springfield Corp "

Attendees Import
This import is for Attendees which are required to track attendance at your conference and are the folks

who will be attending.

Attendee Import Valid Headers
To import Attendees, you need to specify the following headers:

Required:
¢ FirstName, Middlelnitial, LastName, Email
Optional:

e CardNumber, City, State, Address, ZipCode, PhoneNumber, Title, Company, CustomField1,
CustomField2, CustomField3, CustomField4, CustomField5

Optional but helpful to provide information if using Conference Leads or the Attendee App:

e CompanyDescription, CompanyEmail, CompanyPhoneNumber, CompanyStreetAddress,
CompanyCity, CompanyState, CompanyZipCode, CompanyContactFirstName,

CompanyContactMiddleName, CompanyContactLastName

FirstName Middieinitial | LastName CardNumber | CustomField1
Winnie i ¢ Pooh wpooh@contrac com 1089 C515
Roger Rabbit roger.rabbit@confirac com 1035 PO52
Donaid Duck duck@conftrac com 6584 AS11
Fred Flintstone fred@conftrac.com 1078 B512
Homer J Simpson homerjs@conftrac.com 1812 L122
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Sessions/Workshops Import
These are the Sessions or Workshops that your Attendees will have their attendance recorded in using
Conference Tracker.

Before you import the conference Workshops/Sessions it's important that you select the correct Time-
zone where the conference will be held. Bear in mind when setting up the Time-zone for the conference
it may not necessarily the Time-zone of the place where you currently are.

As an example you might currently in in your offices in New York City, but if the conference will take
place in San Francisco, then you should select “(GMT-08:00) Pacific Time (US & Canada)”.

Workshop/Session Import Valid Headers
To import Workshops/Sessions, you need to specify the following headers:

Required:
e Name, StartTime, EndTime, Room
Optional:

e Description, Credits, Speakers, Capacity, Fee, RequiresSignOut, RequiredPresencePctg,
OnlineRegistration, CustomField1, CustomField2, CustomField3, CustomField4, CustomField5

m StariTirne | EndTime | Credits | Rooem | Capacity | Fee RequiresSignlul | RequiredPreasencaPolg ww

Faster
Dexign

= BM2012 B2 . NET = o
DECEinng ) F 200G 15785 yes ] VBB Al
wih Style | 19008m | 11:00 wm Room

Ties

Steesof | BNEM2 | EAROIZ : o

Redesign 100 8 1200am 2 Mobilty 5000 MNS5 | hb 75 L] S0R
fisding Lip

Our giRM2 | EiRM2 NET i _

Responaive | 1100 mm | 12:00am  © P— 055 yes 50 ¥eE RUD
Sleeves

Mobdets | GMR0IZ | BARMZ

the Fubwre 18:00 a; 1i:00 am  * sty | 100 = yos =3 - oL
Tha Fubsre | 812012 sz a NET - -

of £55 1Z00pm | 1-00 pm foom 50 B i 0 yes .

Sessions/Workshops Registration Import

Only use this import if you want to exclude non-registered Attendees from being able to sign-in or
attend a Workshop/Session. We only use Session Registration if they must be registered to a Workshop
in order to attend as anyone else who tries to sign-in to the Session will be rejected.

Session Registration Import Valid Headers
To import Session/Workshop Registration, you need to specify the following headers:

Required:

e Session, Email
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Faster Design Decisions with Style Tiles eric. smith@@confirac.com
Styles of Hedesign mwilliamsEenginesric a.com
Rolling Up Qur Responsive Sleeves john doe@enginesrica com
Mobile to the Future HI?EFS@CGHTIFEE com

The Future of C55 maryotonnoreonfirac com

User Groups Import
This import is optional, but allows you to create User Groups used for Badge/Certificate/CEU Report
printing and emailing, export filtering, and more.

User Groups Import Valid Headers
To import User Groups, you need to specify the following headers:

Required:
e Name
Optional:

e Description

Name Description

Lisers with financial aid This &5 the group Tor users with financial aid

Lisers with desabadibes This &5 the group lor users with desabdilies

User Group Members Import
This import is optional but allows you to assign Attendees to groups for Badge/Certificate/CEU Report
printing and emailing, export filtering, and more.

User Groups Members Import Valid Headers
To import User Groups Members, you need to specify the following headers:

Required:

e GroupName, Email

GreupMame Email

Users with financial aid wpoochi@contrac.com
Users with financial aid roger.rabbiti@confirac com
Users with disabilibes ducki@conftrac.com
Users with desabilibes homers@confiras com

Importing your CSV Files
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.
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¢ Conference
Tracker

Import Data

Here's the place where you can import your attendees, sessions and everything 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.
Click here to learn how to import your data.

2. Check your time zone

Your time zone Is set to Eastern Standard Time. To change it click here.

3. Upload your files

Make sure your files strictly match the accepted format. as described in the help. There’s no way to revert the changes made by the
import process once it has started.

What do you want to import? |

Adrmnistrators

Exhibitor Administrators
Exhibitor Representatives
Operatars

Presenters

Attendees

Sessions

Seszions Regestrations

To import the CSV files you created you just have to select the import type in the dropdown and then
click the upload a file button.

¢ Conference

, _—
Tracker RIS e
e - Oy] Secrch ConfTrac CSV imports
- o e
Import Data ¢ Favortes ~  Documents library b Pobdass
p B Desitop ConfTrac CSV Imports -
& Downloads | Nar Date modified Ty
Here'sthe placewhereyoucan imil i pecentPisces 15| e g
@ SkyDrive = AccuSALESlogoWatermark.jpg JPEG ima
. e Sgnaturejpog IPEG ima
1. Learn How - t PEC
Lk ! = mastersalesiogo.pg 2 IPEG ima
You need to create some fites that [| ‘?,t":'.:” (8 Attendeetmport.csv 92072012426 PM.  Microso
Please make sure to read the docuf 5. ecments = AccuSALESlonoiog '0/20/2012 4418 IPEG im:
Ak ‘i o & Music . AccuSALESlogojpg 0/20/2012 4:13 PM IPEG ima
ck here to learn how to import yi - £ Workshopsimport.csv 9/20/2012 405 PM
: ) Outleok.CSV 330 PM
2. Check your time zor] 8 Videos
Your time zone is set to Eastern St4 | 1% Computer
l ‘ Gatmy(C:) v ¢ m J ’
3. Upload your files File name:  Attendeesimport.cov - [anFies ey -
Make sure your files strictly match 1 Open lv] | el |
import process once It has started.l'l 1 , _ I

What do you want to import? EEERErRES

Upload a Hle
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Browse your PC to find the CSV files and click open to upload and done!

Import file Merged List July Seminar 2014.csv

4:04 pm - Queueing background job. - OK

4:05 pm - Uploading the data to the server... - OK

4:05 pm - Venfying the uploaded data... - OK

4:05 pm - Merging the data with the existent one... - OK
$:05 pm - Updating search results... - OK

1

{-05 pm - Updating global statistics... - OK

{:05 pm - Cleaning up... - OK

4:05 pm - All done. It finished successfully. - OK
Ended at 4:05 pm

A confirmation or error message will appear at the bottom of the screen (pictured above).

Troubleshooting Import Files
These are the possible error messages that you may receive trying to import your CSV files and possible
solutions to fix them.

There's already another user in the system with the same email address.

REASON: This error is caused by duplicate e-mails in any of the User (Admin, Attendee, etc.) CSV import
files. This can also happen if there are blank e-mails in the file.

FIX: Every User needs a unique e-mail in Conference Tracker. If you don't have an e-mail for the
Attendee it is best practice to use a temporary fake e-mail in a format like “first.last@mydomain.org”
However if they will not be scanning into Sessions/Workshops then simply delete their record in the
Attendee CSV import file.

Headers not Valid in Import File.

REASON: Check the corresponding Valid Headers Section above to make sure that the Header row in
the file is using the exact headers described. Many issues occur when you accidentally add spaces to the
headings as this is the normal way you would read them.

FIX: Simply recheck and update any headers in the CSV import file to match what is required above.
There are multiple users with the same card.
REASON: When the import CSV file has a row duplicated (at least for the card number)

FIX: Use MS Excel's Find & Remove Duplicates option or the MS Excel Conditional formatting >

Highlight Cells that are duplicates option to isolate and/or remove these rows.

There are users with no email address (Please add a bogus address at least).
REASON: Blank Email for some users being imported.

FIX: It is best practice to use a temporary fake e-mail in a format like “first.last@mydomain.org” if you
do not have an e-mail for someone you are trying to import or find-out their real e-mail as you'll be able
to use e-mail heavily during the conference.
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There are Exhibitors with no company specified (This field is mandatory for this type of users).
REASON: Exhibitor's Company field is blank and this is a required field on their record.

FIX: Review the import CSV file and fill-out the Company information for each Exhibitor.

There are multiple users with the same email address.

REASON: This is a similar issue to the “multiple cards error” as there are multiple users using the same
e-mail address. Since e-mail is used heavily in Conference Tracker this is considered every user's primary
key. This means all e-mail addresses must be unique even if they all typically use a company shared e-
mail address.

FIX: Make sure that the data is not corrupted meaning each user has their proper e-mail address
(multiple people were using the same e-mail). It is best practice to use a temporary fake e-mail in a
format like “first.last@mydomain.org” if you do not have an e-mail for someone you are trying to import
or find-out their real e-mail as you'll be able to use e-mail heavily during the conference.

There are duplicated workshops in the file
REASON: The Name of the session is duplicated in the file

FIX: This means you need to adjust the names of the workshops so they are all unique. A good way to
correct this would be to simply add the day/date and/or start time on the end of the workshop names.

Workshops have to start and end in the same date
REASON: Conference Tracker does not track session lasting multiple days.

FIX: Typically this is a mistake in the date/time but if you are having a session lasting several days simply
break it up into multiple session for each day it occurs for as many hours you are open for that
workshop/session.

RequiredPresencePctg field can only be set to nothing or a number between 1 and 100

REASON: This means you forgot to add at least a number between 1 and 100 in the
RequiredPresencePctg field. Or you included the percent symbol which is not required.

FIX: You set the workshop to require Attendees to sign-out but did not specify the percentage of time
(1% through 100% of the session) in the RequiredPresencePctg field. If you do not require them to sign-
out of the workshop please leave this field blank or if no workshops require sign-out then exclude the
column from the import.

DataType mismatch VarChar not Recognized.

REASON: This typically is if you try to upload a file that requires a date/time field. It can also happen
when the fields are too long being imported. However if the dates in your import file look good then you
may be trying to import too many characters for a field.
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FIX: This means you must use the time format specified in the above sections like this “MM/DD/YYYY

HH:MM” in military time so it understands this information. This can also happen if you accidentally

leave the date/time field blank on even a single record. If that does not work it may be the length of the

fields are too large. Below is a table of acceptable field lengths for all the imports:

User (Admins/Operators/Presenters/Moderators/Exhibitors/Attendee) Imports

‘Column Header

HType/Max # CharsHRequired/Primary Key ‘

‘FirstName H?O HRequired ‘
‘MiddIeName H30 “Required (Can be blank) ‘
‘LastName H?O HRequired ‘
‘Email H255 “Required/Primary Key ‘
‘CardNumber HlOO HOptionaI ‘
‘Address H255 HOptionaI ‘
City [ |optional |
‘State H80 HOptionaI ‘
‘ZipCode H30 HOptionaI ‘
‘PhoneNumber HSO HOptionaI ‘
Title 1100 |optional |
‘Company HlOO H(Required for Exhibitors)‘
‘CompanyDescription HZOOO HOptionaI ‘
‘CompanyEmaiI H255 HOptionaI ‘
‘CompanyPhoneNumber HSO HOptionaI ‘
‘CompanyStreetAddress H255 HOptionaI ‘
‘CompanyCity H80 HOptionaI ‘
‘CompanyState H80 HOptionaI ‘
‘CompanyZipCode H30 HOptionaI ‘
‘CompanyContactFirstName H70 HOptionaI ‘
‘CompanyContactMiddIeNameH30 HOptionaI ‘
‘CompanyContactLastName H70 HOptionaI ‘
‘CompanyBooth HlO HOptionaI ‘
‘CompanyWebsite HSOO HOptionaI ‘
‘CustomFieIdl HZSO HOptionaI ‘
‘CustomFieIdZ HZSO HOptionaI ‘
‘CustomFieId3 HZSO HOptionaI ‘
‘CustomFieId4 HZSO HOptionaI ‘
‘CustomFieIdS HZSO HOptionaI ‘
Session/Workshop Imports

‘Column Header HType/Max # CharsHRequired/Primary Key‘

‘Name H150

HRequired/Primary Key‘
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‘StartTime Hdate/time HRequired ‘
‘EndTime Hdate/time HRequired ‘
IRoom HlOO HRequired ‘
‘Speakers H255 HOptionaI ‘
|Credits Hdecimal HOptionaI ‘
|RequiresSignOut Hboolean (Yes/No) HOptionaI ‘
‘RequiredPresencePctgHinteger HOptionaI ‘
|Description HlOOO HOptionaI ‘
‘Capacity Hinteger HOptionaI ‘
|Fee Hdecimal HOptionaI ‘
|CustomFieId1 H250 HOptionaI ‘
‘CustomFieIdZ HZSO HOptionaI ‘
Export Data
Tracking Conference has the ability to save your information to all the following file types:

1. csv

2. HTML

3. Excel Spreadsheet

To export click the Download link on the corresponding column for the file format you want and wait
until it says your data is ready. Once the export generates click the View Report link which will let you
download the file type chosen to your computer.

Your request finished successfully. Click on the link above to open it

| : | Your data is ready! View Workshops.
'

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

Attendees
This export is a complete list of all of the Attendees that have been added to your conference either
manually, via import, or through the registration process. Here is the information included in this export:

e FirstName
¢ MiddleName
e LastName

e Email

e PhoneNumber
e StreetAddress
e C(City

e State

e ZipCode

96 I Engineerica Systems, Inc.



Conference Tracker - Reference Manual (Ver. 3.0 - June 2018)

o Title

e Company

e CustomField1
e CustomField2

CustomField3
e CustomField4
e CustomField5
e Card

Attendees incl. Reg Info

This export is a complete list of all of the Attendees that have been added to your conference either
manually, via import, or through the registration process. It also includes information completed if they
registered through the online registration form or onsite (using the online registration form) then it will
include the completed online registration form information. Here is the information included in this
export:

e  FirstName

e MiddleName
e LastName

e Email

e  PhoneNumber
e StreetAddress

e C(City

e State

e ZipCode
e Title

e Company

e CustomFieldl, CustomField2, CustomField3, CustomField4, CustomField5

e Card

e RegistrationFieldl, RegistrationField2, RegistrationField3, etc. based on how many
questions/fields created on the Attendee Online Registration Form.

Operators
This export is a complete list of all of the Operators that help scan attendees at your conference. Here is
the information included in this export:

e FirstName

o Middlelnitial
e LastName

e Email
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Presenters
This export is a complete list of all of the Presenters that taught or shared information at your

conference. Here is the information included in this export:

FirstName
Middlelnitial
LastName
Email

Exhibitor Representatives
This export is a complete list of all of the Exhibitor Representatives that may be using Conference Leads

at your conference. Here is the information included in this export:

Company

FirstName

Middlelnitial

LastName

Email

Conference Leads Enabled

Exhibitor Administrators
This export is a complete list of all of the Exhibitor Administrators that may be using Conference Leads

at your conference. Here is the information included in this export:

Company

FirstName

Middlelnitial

LastName

Email

Conference Leads Enabled

Cards / ID Numbers
This export is a complete list of all of the Card Numbers showing the Attendees that have been assigned

to the cards either manually or via import. These are the fields that are shown in this export:

CardNumber
FirstName
MiddleName
LastName
Email
PhoneNumber
StreetAddress
City

State

ZipCode

Title
Company
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Sessions
This export is a list of all the Workshops/Sessions that occurred at you conference. Here are the fields
that are shown in this export:

e Name

e StartTime
e EndTime
e Credits

e Speakers
e Room

e RequiresSignOut
e RequiredPresencePctg
e CustomFieldl, CustomField2, CustomField3, CustomField4, CustomField5

Leads
This export is a complete list of all of the Leads collected for the Exhibitors using Conference Leads at
your conference. Here is the information included in this export:

e Date

e ExhibitorFirstName

e ExhibitorMiddleName
e ExhibitorLastName

o FirstName

e MiddleName

e LastName

e Email

e PhoneNumber

e StreetAddress

e C(City

e State

e ZipCode
o Title

e Company
o Notes

e CustomleadsQuestionl, CustomLeadsQuestion2, CustomlLeadsQuestion3, etc. for each Leads
Custom Questions created by each Company's Exhibitor Administrators.

Raw Swipes
This export is all the Attendance Swipes information collected while the Attendees were scanned into
their Sessions/Workshops at your conference. Here is the information included in this export:

e Type

e Time

e Device

e CardNumber
e Room

o  Workshop

o  FirstName

929 I Engineerica Systems, Inc.


http://www.attendance-tracking.com/docs/doku.php/conferenceleads/manual
http://www.attendance-tracking.com/docs/doku.php/conferenceleads/manual#creating-custom-qualifying-questions
http://www.attendance-tracking.com/docs/doku.php/conferenceleads/manual#creating-custom-qualifying-questions

Conference Tracker - Reference Manual (Ver. 3.0 - June 2018)

e MiddleName
e [astName
e Status

Attendance Logs

This export is all the Attendance Logs information collected while the Attendees were scanned into
their Sessions/Workshops at your conference. The Attendance Logs are only showing the first time in
and last time out of each Workshop/Session (i.e. one record per workshop). Here is the information
included in this export:

e Date
e Workshop
e Status

e TotalMinutes

o FirstName

e MiddleName

LastName

E-mail

PhoneNumber

StreetAddress

City

State

ZipCode

Title

Company

e C(Card

e Credits

e UserFieldl, UserField2, UserField3, UserField4, UserField5
e  WorkshopFieldl, * WorkshopField2, * WorkshopField3, * WorkshopField4, WorkshopField5

Attendance Logs (with details)

This export is all the Attendance Logs information collected while the Attendees were scanned into
their Sessions/Workshops at your conference. The Attendance Logs are showing (multiple lines per
session) all the the times the attendee swiped in and out of each Workshop/Session. Here is the
information included in this export:

e Workshop
e Room
e Status

e TotalMinutes
e FirstName
e MiddleName
e lastName

e E-mail
e Card
e Credits

e Sign-in time
e Sign-out time
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Check-Ins
This export shows a list of all Attendees that have Checked-in. Here is the information included in this
export:

o FirstName

e MiddleName
e LastName

e Date

e Notes

Check-Ins (with delivered handouts)
This export shows a list of all Attendees that have Checked-in as well as what and when they have
collected Handouts at the check-in. Here is the information included in this export:

o FirstNamve
e MiddleName
e LastName

e Notes

e Name

e DeliveredOn

Conference Registrations

This is all the Answers for the Questions in the Attendees Online Registration Form that have
completed when the Attendee registered through the online registration form or onsite (using the
online registration form). Due to the customizable nature of the Attendee Online Registration Form this
is only an example of the possible information included in this export (if the default fields are left intact):

e First name

e Middle name
e Last name

e Home Address

e C(City

e State

e Zip Code

e Phone Number
e Email

e RegistrationField1, RegistrationField2, RegistrationField3, etc. based on how many
questions/fields created on the Attendee Online Registration Form.

Sessions Registrations

This export is a summary of all the Sessions/Workshops and the Attendees that are registered to them
through the Attendee Online Registration From, enrolled via import, or manually registered in
Conference Tracker.

o  Workshop
e StartTime
e EndTime
e Credits

e Speakers
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e Room

o FirstName

e MiddleName
e LastName

e Email

e PhoneNumber
e StreetAddress

e C(City

e State

e ZipCode
o Title

e Company

# of Sign-Ins per Session

This is one of the Conference Analytics exports in which is displays the total number of Sign-ins for each

of the Sessions/Workshops. Here is what fields are included in this export:

Name
StartTime
EndTime
Credits
Speakers
Room

# of Sign-Ins

# of Attendees per Session

This is one of the Conference Analytics exports in which is displays the total number of Attendees for

each of the Sessions/Workshops. Here is what fields are included in this export:

e Name
e StartTime
e EndTime

e Credits
e Speakers
e Room

e # of Attendees

Leads App Users

This report shows you every Exhibitor Administrator and Exhibitor Representative that have purchased

and used the Conference Leads app. This report includes the following information:

e Company

e First Name

e Middle Name
e Last Name

e Email

e Role

e License Fee
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Microsoft Excel-Specific Reports

These are Conference Attendance Log Reports that can only be generated in MS Excel (XLS) format as
they are subtotaled by each attendees and formatted to look nice. If you have uploaded Workshop
Custom Fields then you'll also have the option to see the Attendance Logs data subtotaled by each
Custom Field too.

Microsoft Excel-Specific Reports

Attendance logs Download grouped by attendee
Download grouped by attendee, WorkshoB Code
Download grouped by attendee, Workshop Classification

Conference
4 Tracker www.engineerica.com/conferencetracker
Companies

This is where you can see all the Companies information that are exhibiting at your conference.

Companies

Create New

Apostle Groower Dalete
ntact information not availabde | View Limit

Apple Delete
mtact informat Wit avallabde Tt

ASD Delate

Contact t avallabde B4 Tt

C# Home team Delete

Company & Companions Deelete
mtact infarmation not available | View Limit

Corp Sys Dalete
T P

Energy Power Bars, LLC. Delete
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Moderate Messages

This section allows you to see messages that have been flagged for review through the Attendee app.
Users can flag posts made on the Attendee app as Must See or Inappropriate. When flagged, the posts
will appear in this list.

You'll be able to see the name of the attendee who made the post, as well as the contents of the post.
You'll also be able to see whether it was flagged as Inappropriate, Must See, or both. If it is a video or
image post, you can select View Image/Video to see the media. You have two options for managing
these posts:

e Clear Flag: This option clears the flag. This removes the comment from the Moderate Messages
list and will remain available to view on the Attendee app.

e Delete: This option will delete the post from the Attendee app.

w Kt
'a Conference e i
&8 ™ Tracker Engineerica Demo Conferenc

[ Home | Fred

n Alberts Ramsey Clear flag | Delete

=

"‘ Chadd Blodgett Clear flag | Delete

Discount Coupons

This section allows you to create discount coupons to distribute to your attendees. The discount
coupons will be in the form of a code and registrants will be able to enter it upon checking out after
completing our online registration form. The discount coupon can reduce the price of registration by any
amount you want and can be a flat amount or a percentage.

o 25
[/ Conference
Tracker

I Home | Fred

Discount Coupons
Create Coupon

TAKESO | Mon's Half Off Delete

Engineerica Demo Conference

You can create a new coupon by clicking on Create Coupon. You will have these options for creating a

new coupon:
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¢ Name: This is the name of your coupon. This is for your reference only, so your registrants will
not be able to see this name.

e Description: This is the description of your coupon. This is for your reference only, so your
registrants will not be able to see this description.

e Code: This is the code that the registrant will use to activate the discount. You can put any
combination of alphanumeric characters here. It's recommended that you randomly generate
one and enter it here.

e Type: This is the type of discount. You can use the drop down menu to specify whether the
discount will be a flat amount ( Amount) or a percentage (Percentage).

e Value: This is the value of the coupon. You can set it to any value between 1 and 100.

e Valid for: This is where you designate what type of registrant can use the coupon. From the
drop down menu, you can have the coupon be valid for All Users, only Attendees, or only
Exhibitors.

e Valid up to: This is where you can set how many times the coupon code can be used. When set,
the amount will automatically decrease each time it is entered and validated during check out.

e Expiration Date: This is where you can set when the coupon will expire. The coupon will be
usable until the date specified here.

After you are satisfied with your settings, click Save to finish creating your coupon. It will appear in the
main list, along with any other coupons you create.

Email Delivery Logs

This is where you can view your email delivery logs. These logs will display records of any email sent out
through Conference Tracker. It will show the time and date of the email sent, the recipient, the type,
and the subject of the email.
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]
L/ Conference
Tracker

Email Delivery Logs

Type

User / Email
From s 12:00am O
To 2 11:59pm O
Search results

Thu 05/10 10:34am
Thu 05/10 10:34am
Thu 05/10 10:34am

Tue 05/08 02:10pm

Al

- Sancho Panza

Sancho Panza

- Rogelio Funes Morl

- Mon Nasser

You are able to filter the logs using these options:

e Type: Select the type of email you want displayed here. Using the drop down menu, you can
select from All emails, Badge, Certificate, Transcript, or Broadcast.

e User / Email: Search for an email sent to a specific user or email address in this text field.
e From: Display logs starting from a date specified here.

e To: Display logs ending at a date specified here.

Staff Messaging
This is where you can send messages directly to your staff members. Any users with the Operator role or
Administrator role and has logged into the Conference Tracker app will receive the message sent from

this feature.
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e
"0 %onfkerence Engineerica Demo Conference
rac er SHEHCCEhiCa UCino L Wi erice
|
Send Message to your Staff

General Information

Text

Target Audience

Send to Al staff membars v

Write the message you want to be sent out in the Text field and then select who will receive it using the
Target Audience drop box. You can send messages to all your staff members at once or to a specific staff
member.

Device Messaging
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.

ol
¢ Conference

Tracker
Devices
< G0 Back
demo-12608T Send Mescage
demo-024ACC Send Message
demo-0T4958 Send Messags

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.
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Send message to device(s)
Device(s) demo-024ACC

Message 1 notice you seem to be having issues
scanning. Please come see me to swap out
your devncel

Max, 100 characters

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

Device does not have push notifications enable
D d L h h notficat bled

Enable Push Notifications
Push notifications require an active = Wi-Fi or -illcellular connection. If you’re not getting notifications
for a specific app, try these steps:

1. Go to Settings > Notifications to verify that the Conference Tracker 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. Ifyou've recently installed an app or restored a backup, open the app to start getting
notifications.

Settings
This area allows you to customize the account-wide settings in Conference Tracker.

General
How to Access: Advanced Options > Settings > General

Conference Settings
General

General
Sign-Out

< . Time Zone  (UTC-05:00) Eastern Time (L v
Attendee Registration

[J Show all time zones

Exhibitor Registration

Account Banner: Recommended size is 600 pixels wide by 90 pixels tail. Larger

nline Payments .
Oriioe Rayroend images will be resized to fit.

Custom Fields
Change top banner | Upload Banner

Need Help?

Map: It will be available to the attendees. Upload an image in high

on (at least 2000px wide and tall) recomr

Upload Map Upload Map

o

Time Zone: Set your Time Zone that the conference is taking place in so when you import the data it will
sync with Apple devices properly.
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Upload banner: This allows you to change the banner on the top of the Online Registration Form and at
the top of the pages of your Conference Tracker account.

Attendance
How to Access: Advanced Options > Settings > Attendance

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.

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.

Attendee Registration
How to Access: Advanced Options > Settings > Attendee Registration

Enable online session registration: This allows your Attendees to select which workshops they would
like to attend and also keeps a running count of registrations to let them know if a session has reached
capacity.

Prevent attendees from registering to overlapping sessions: Enabling this option will restrict attendees
from registering to sessions whose times conflict with each other during the online session registration.
Additionally, you can change the message that is sent to attendees if they happen to sign up for
overlapping sessions.

Base Reg. fee: Set an amount that registrants must pay upon completing the online registration form.
Any fees included in the form will be added on to the base fee upon check out.

Base Reg. fee - Early Bird: Set an amount that registrants must pay upon completing the online
registration form. Any fees included in the form will be added on to the base fee upon check out. This
fee will override the first Base Reg. Fee depending on the date.

Early Bird valid thru: Set the date for the Base Reg. Fee - Early Bird to be valid for.

Auto accept paid registrations: Enabling this option will automatically confirm the registration if they
paid successfully instead of sending the registration into pending.

Auto accept free of charge registrations: Enabling this option will automatically confirm the registration
if there is no fee to be paid instead of sending the registration into pending.

Attendee payment instructions: Change the contents of the email sent when using the Send Payment
Instructions option in the registration portion of Conference Tracker.

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

Confirmation message | B Z U & = = &l raragraph 7 | Font Family :]szs-zc -

Az =] . L ) ..

| Send an e-mail to the user after he registered online successfully
1 Send an e-mail to the user when his registration is accepted

Sending Options:
e Send an e-mail confirmation to the attendee once payment is received.
e Send an e-mail to the user after he registered online successfully

e Send an e-mail to the user when his registration is accepted (This opens an additional template
to be sent specifically for this option).

If you choose either of the above Email options you'll be asked to customize the email subject and body
of the message using the word-like editor below:

Online registration emall subject @

& | Font Famly gJF::!‘AN =
o ENSNE 39 1) XRON P C

Online registration email body &

To add mail merge fields simply hover over the circled question mark symbol in the top right of each box
to see what mail merge options you have available for that field
(SConference_Title$,5Conference_Subtitle$,SConference_Schedule$, SCurrent_DateTime$,
SPayment_UrlS, and SRegistration_InfoS). Then simply type or copy them from above to see how
helpful these are when trying to personalize the message.

Exhibitor Registration
How to Access: Advanced Options > Settings > Exhibitor Registration
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Exhibitor Categories: This allows you to create categories for your exhibitors. These categories can be
assigned in the company profile. Attendees will be able to search for exhibitors by category using the
Attendee app.

Base Reg. fee: Set an amount that registrants must pay upon completing the online registration form.
Any fees included in the form will be added on to the base fee upon check out.

Base Reg. fee - Early Bird: Set an amount that registrants must pay upon completing the online
registration form. Any fees included in the form will be added on to the base fee upon check out. This
fee will override the first Base Reg. Fee depending on the date.

Early Bird valid thru: Set the date for the Base Reg. Fee - Early Bird to be valid for.

Free Reps per exhibitor: Designate the amount of representatives that the exhibitor can register for
free. Any representatives registered on the same form surpassing the amount designated will be
charged.

Additional Rep fee: This is the fee charged for registering additional reps.

Auto accept paid registrations: Enabling this option will automatically confirm the registration if they
paid successfully instead of sending the registration into pending.

Auto accept free of charge registrations: Enabling this option will automatically confirm the registration
if there is no fee to be paid instead of sending the registration into pending.

Exhibitor payment instructions: Change the contents of the email sent when using the Send Payment
Instructions option while viewing registrations in the registration portion of Conference Tracker.

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

Confirmation message B Z nlﬁf’. Paragraph = | Font Family 'IFm:s:c x
A -admamlniilis s 2 fomlii] o)A -2

Send an e-mail to the user after he registered online successfully

Send an e-mail to the user when his registration is accepted

Sending Options:

e Send an e-mail confirmation to the exhibitor once payment is received.
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e Send an e-mail to the exhibitor after they registered online successfully

e Send an e-mail to the exhibitor administrator when his registration is accepted (This opens an
additional template to be sent specifically for this option).

e Send an e-mail to the exhibitor representative when his registration is accepted (This opens an
additional template to be sent specifically for this option).

If you choose either of the above Email options you'll be asked to customize the email subject and body
of the message using the word-like editor below:

Online registration emall subject \2)

Online registration email body L)

B L ulE = ml oot zfrontramy mlroecse gl
P e T BB 2 femlG) oA -2

To add mail merge fields simply hover over the circled question mark symbol in the top right of each box

to see what mail merge options you have available for that field
(SConference_TitleS,SConference_Subtitle$S,SConference_Schedule$, SCurrent_DateTimeS,
SPayment_UrlS, and SRegistration_InfoS). Then simply type or copy them from above to see how
helpful these are when trying to personalize the message.

Online Payments
How to Access: Advanced Options > Settings > Online Payments

These options allow you to enable payments from credit cards through a PayPal account when
Attendees and Exhibitors 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.

Send an email when a Payment for a Newsletter Ad is confirmed: This option will send a confirmation
email to the exhibitor who purchased a newsletter ad.

Custom Fields
How to Access: Advanced Options > Settings > Custom Fields
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This are displays 5 new custom text fields related to either an Attendee and/or the Workshop/Session.
We offer quite a lot of standard information that can be stored on each Attendee and Workshop but in
case you need more fields for special codes or information that is their purpose. For example, in regards
to the Workshops these fields can be the Workshop “Category” that you might use to group Workshops
in your exports or even a Session ID that may be required by your accreditation organization.

Additionally these Attendee and Workshop Custom fields can be imported into Conference Tracker or
entered manually. These can be included in our New CEU Transcript which can be emailed to each
Attendee in the form of a PDF document or you can optionally print them out to send out in the
traditional mail service.

Below is where you can enter the names of the Custom Fields you'll want to use for your Attendees and
Workshops:

Conference Settings

General .
Custom Fields

Attendee Registration

Exhibitor Reglstration User flelds

Online Payments User field #1  Member ID [J Show to Exhibitors
Attendance User field #2  Nation £4 Show to Exhibitors
Custom Fields User field #3 | Enter field name to enable & I Show to Exhibitors
Attendee App User fiald #4  Erter field ‘ C [J Show to Exhibitors

Leads App User field 85  Enter field t e & [} Show to Exhibitors

Need Help?
e Session fields

Session field #1  Workshop Code
Session field #2  Workshop Classéication
Session field #3  Wearkshop Color
Session field #4

Session field #5

Save Cancel

Once you have entered the names of your Custom Fields simply click the Save button at the bottom of
this form.

Attendee App
How to access: Advanced Options > Settings > Attendee App

These settings are related to the Attendee app only. Here are the options you can change:

¢ Allow Attendees to update their avatar: Enabling this option will allow attendees to upload
their own profile picture to the Attendee app.
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o Show attendee contact information: By default, this box is unmarked. If you enable this feature,
anyone using the Attendee app will be able to access each person's contact information (such as
email and phone number) by looking at the their profile. In an effort to keep each attendee's
privacy, we leave it up to the event admin to decide whether or not to allow attendees to see
each other's contact information.

e Allow attendees to update their contact info via the attendee app: Enabling this option will
allow attendees to change contact information such as their address and phone number
through the Attendee app. They will NOT be able to change First Name, Last Name, and Email.

¢ Allow attendees to view session registration list via the attendee app: Enabling this feature will
allow attendees to see a list of who is registered for a certain session through the Attendee app.

e Score social activity: After enabling this feature, you can give attendees points for engaging in
the community within the Attendee app. Below the checkbox, you can manually set how many
points to reward for performing certain actions, such as posting a video or liking a comment.
These points are totaled into an overall Engagement Score, which can be seen on the
Conference Tracker website by going to an attendee's profile. Conference Tracker will also
display the attendee's rank based on what their score is relative to other attendees. You can
also see an attendee's Engagement Score on the Attendee app by checking their profile.

Once you're done making changes, click on Save on the bottom of the page to finalize your changes.

Leads App
How to access: Advanced Options > Settings > Leads App

These options are related to the Conference Leads app. Some of these options are specific to your
Conference Tracker Representative. The options that are available to you are:

e Lead Retrieval Start Date: Designate the date that your exhibitors can begin scanning for leads
at your event.

e Lead Retrieval End Date: Designate the date that your exhibitors will no longer be able to scan
for leads at your event.

e Conference Leads Flyer: You can click on Generate Flyer to create a promotional flyer that you
can send to your exhibitors to promote the Conference Leads app.

Automatic Emails:

e Send an email to the exhibitor administrator when their registration to Conference Leads is
accepted.

e Send an email to the exhibitor representative when their registration to Conference Leads is
accepted.

The Conference Leads Fee section will be completed by your Conference Tracker Representative. You
do not need to change any of these values.
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