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Introduction

Oa Conference
4 Tracker

Conference tracking made easy™

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

This software is a simple, web-based, conference tracking solution to track your attendees’
session/workshop attendance, manages members, and with the ability to create ID badges &
completion certificates/transcripts. This can all be done in 3 easy steps!

1. Set up your conference.

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

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

o Get attendance reports and email your customized certificates.

Benefits

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

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

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

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

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

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.


http://www.engineerica.com/conferencetracker
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e Attendance Certificates Designer: Use Conference Tracker to create your own customized

attendance certificates. Create the layout and text and add signatures and graphics. Conference
Tracker will automatically add each attendee's name and attendance credits.

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

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

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

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

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

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


mailto:info@engineerica.com
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Getting Started

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

o S
[/ Conference

Tracker
User Login Don't have an account?
Domain  demo 'mmhm'm
~conference, please go to -
Emall  demo@demo.com wvew canference-tracker comtour
_ and rester o setup you
Password  sessse mw away!

[ toon )

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

From here you will see the Main menu.


http://www.conftrac.com/#Login
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Conference
racker

oY
«°r

Conference
Basic Info

View/Edt Schedule
Device Operators

Attendees
View/Edt
Import Data

Attendance
Pl iowEdt Logs
Export Data

Certificates
ﬁ Design

Print

Email

Advanced Options

Administrators

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

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

e Title: Name of the Conference
e Subtitle: Reference name that the user can input for some reference.
e Schedule: Set dates and times that the conference is taking place.

e Enable Attendee Registration Check this box to enable Conference Registration. This feature
offers the ability to accept Credit Card and/or PayPal payments using your own PayPal account.

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

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

=
vn Conference
4% 7 Tracker

Home Logout

Basic Info

Conference Titlie  Information Based Selling Confe

Subttle by Nick Armstrong ﬂ
ccu

Schedule  September 24, 2012

September 25, 2012

September 26, 2012 .
Upload Logo

September 27, 2012

& Enable Attendee Online Registration

& Enable Exhibitor Online Registration

Save Cancsl

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


http://www.attendance-tracking.com/docs/doku.php/conferencetracker/en/attendees#online-registration
http://www.attendance-tracking.com/docs/doku.php/conferencetracker/en/leadretrieval#online-exhibitor-registration
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View/Edit Schedule (Conference Sessions)
This is the section where you can create your workshops or sessions, add rooms, or even import your

workshops or sessions.

»
e, Conference
“ ! Tracker

Search

Conference Sessions

Create Session Edit Rooms Import Sessions Search Today

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

Delste

5 Key Elements for Structunng Deals for Profit in Todays Economy

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 created rooms then this can be done by
clicking on the Create Room button. Rooms become important when tracking the sessions on the
Conference app because you can set a device to that room and it will follow the schedule. The View
Schedule button will take you back to the Conference Sessions screen.

-
ro Conference
4 Tracker
Search Home Logout
Rooms
Wiew Schedule

RM101 Delele

RM102 Dubeta
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Create Room
By clicking on the Create Room button on the Edit Rooms screen, it will take you to this screen. To
create new rooms just fill in the name and location of the room.

r?.‘ Conference
S 7 Tracker

Search fome  Logout

Create New Room

Name | Auditorium 1014

Location  Tampa Bay Rifz Carlton

Import/Create Sessions
At this point once you have the rooms entered in the Conference Tracker system you are ready to either
create your sessions/workshops manually or import them.



'E';!'IE Ty
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@ Create Workshop/Session

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

Sessions screen. Once you get to the Create Session form fill out the information. Once done, click Save

to create.

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.

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.

General Information

Name

When?

Where?

Speakers

Description

Credits
Capacity

Fee

Required presence

Custom Fields

CME Elligible
undefined
undefined
undefined

undefined

New Employee Crientation
Friday, June 12th, 2013 |«
04:00pr () - 06:00pm ()

Sky Room v

Ciara

3
436

%1z

Require users to sign-out

50 M

Available for online registration
Only when the number of registrations are less than the capadity (if set).

Yas

Cancel

gk Capacity - This is to let the system know how many Attendees can sign-up for the workshop/session

before it becomes full on the Online Registration form.

g2k 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 you need to place a 1 in the Required Presence field.

g2k 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.



http://www.attendance-tracking.com/docs/doku.php/conferencetracker/en/attendees#online-registration
http://www.attendance-tracking.com/docs/doku.php/conferencetracker/en/attendees#online-registration
http://www.attendance-tracking.com/docs/doku.php/conferencetracker/en/attendees#online-registration
http://www.attendance-tracking.com/docs/doku.php/conferencetracker/en/attendees#online-registration
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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.

Import Sessions

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

File Format

By now, only comma-separated-values (CSV) files are supported. This format is broadly supported by
many 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 sessions/workshops, you need to specify the following headers: Name, Start Time, End Time,
Credits, Room, Speakers

Sessions/Workshops import file sample

— - —

) o9 s SchedulelmportExcel.csv - Microsoft Excel
{” Home Insent Page Layout Formulss Data Review View
111 v S
A B C D E F G
1 Name StartTime EndTime Credits Room Speakers
2 Faster Design Decisions wit 6/1/2012 10:00 am 6/1/2012 11:00 am 2 .NET Room Eric Smith
3 Styles of Redesign 6/1/2012 11:00 am 6/1/2012 12:00 am 3 Mobility Mike Williams
4 Rolling Up Our Responsive  6/1/2012 11:00 am 6/1/2012 12:00 am 2 .NETRoom John Doe
5 Mobile to the Future 6/1/2012 10:00 am 6/1/2012 11:00 am 2 Mobility Elton Myers
6 The Future of CSS 6/1/2012 12:00 pm 6/1/2012 1:00 pm 1 .NET Room Mary O'Connor
7

Download the example file (.csv)

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

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


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

| Import Data

Here's the place where you can import your attendees, your workshops 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

Learn how to import your data!

2. Upload your files:

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

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

Show all time zones

Upload a hile

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

ﬂ(onference = e
Tracker —

<« Engineedca » ConfTrac CSVimports

Organue » New foider

¢ Eavortes %, Documents library %
nge b Folder v
Import Data R b ConlTrac CSV mports
Downloads
Here's the place where you can img) » UW"N_ ’ Jifsed Type
2y Recent Places F N ;
& SoyDrin = AccuSALESlogoWstermark.jpg 9/20/2012 445 PM
1' Learn How i = Signature pg S/20/2012 §42 P\ PE
You need to create some files that i Libraries i mactercalesiogo,jpg AN IO B v
first 3 Documents 2] Attendeesimport.cov QAN124:20 PV Micrmsof
@' Music = AccuSALESlogo Jpg /2418 PV PEG ima
Leam how to import your datal el Pictures I Wokigapai. e -
B Videos &) Outlook.CSV Microsoft
2. Upload your files:
& Computer
Make sure your files stnctly match & Gueway(cy = m ,
import process once it has started
File name:  Attendeesimport.csv > AlFiles (") -[
Time Zone: | (UTC-05:k | Open |v | Cancel |

Show

Upload a hle

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

Device Operators

Click on View/Edit under Attendees and then click the Operators button. This is where you can create
new users or quickly view/edit the users in the system. You can make them Administrators, Operators,
Exhibitors, Presenters, or regular Attendees.
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@ 2
"(\ Conference
Tracker
Search Home Logout
Operators
Search: Administrators Operators Attendees
Alyson Sivek Delete

You can click on the Administrators, Operators, Exhibitors, Presenters, or Attendees buttons to show

that group of users. Once you have selected the group you want to view just click on the name of a user
you want to edit.

@
@, Conference
Tracker

Search

Home Logout

Nicholas Armstrong

More Actions:
First Name | Nicholas L Print Cortdicate -
Email Certificate
Last Name  armstrong Delete User
Emad | nika@engineenca.com
Password
Repeat
Role Attendee ' VIv

Save Cancel

From this screen you can change the person's First Name, Last Name, Email, Password, Repeat (this is
the password typed again), or Role. Most of the time you will visit this screen to manage the person's
Role or password but you can enter corrections as well.
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Presenters
Click on View/Edit under Attendees and then click the Operators button. This is where you can create

new users or quickly view/edit the users in the system. You can make them Administrators, Operators,
Exhibitors, Presenters, or regular Attendees.

S
00 Conference
S " Tracker

Search

Home Logout

Search: Administrators Operators Attendees

Alyson Sivek Delate

You can click on the Administrators, Operators, Exhibitors, Presenters, or Attendees buttons to show

that group of users. Once you have selected the group you want to view just click on the name of a user
you want to edit.

o e
[/ Conference

Tracker
Search Home Logout
Nicholas Armstrong More Actions:
Frst Name  Nicholas L Print Cetsicate
Email Certificate
Last Name  armstrong Delets User

Emad nicka@engineenca.com
Password
Repeat

Role | Artendee I'

Save Cancel

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

This is where you can add, view, or edit your attendees and also assign cards to them.

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

© 8
[/ Conference
Tracker

Home Logout

Attendees
Assign Cards Search  Admeustrators Operators Attendees

Cetin Basoz Delete

CY Lee Delete

Create New Attendee

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

o =
) Conference
Tracker

Home Loqout

Create New User
First Name  John )
Last Name  Inglehtemerschmdt
Emal  mnglehiemerschmsdt2my.edu
Password
Repeat

Role Attendee v

Once you have entered in the information you want to enter, press the Save button to create the
Attendee.

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


http://www.attendance-tracking.com/docs/doku.php/conferencetracker/en/advancedoptions#import-data
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Import Attendees
Here's the place where you can import your attendees, your workshops, and everything to quickly get

started. To make it as simple as possible we have defined a bunch of formats to follow. By creating a file
as explained below, you can directly upload the file and Conference Tracker will recognize it as valid
one, knowing completely what to do.

File Format

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

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

Attendees Import Sample

r —
(o a9- ] UserimportExcel.csv - Microsoft Excel
o 9 !
[T e
= Home Insent Page Layout Formulss Dats Review View
L19 - S|
A B C D E F G H
1 FirstName MiddieName LastName Email CardNumber
2 Winnie T Pooh wpoch@contrack.com 1089
3 Roger Rabbit roger.rabbit@conftrack.com 1035
4 Donald Duck duck@conftrack.com 6584
5 Fred Flintstone fred@conftrack.com 1078
6 Homer J Simpson homerjs@conftrack.com 1812
7

Download the example file (.csv)

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


http://www.conftrac.com/Images/Doc/UserImportExcel.csv
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Conference
Tracker

Import Data
Here's the place where you can import your attendees, your workshops 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

Learn how to import your data!

2. Upload your files:

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

Time Zone' | (UTC-05:00) Eastem Time (US & Canada) [+

Show all time zones

Upload a hle

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

aConference @ e s -
Tracker - —

L <« Engineedca » ConfTrac CSVimports

New foider

Organue »

X Favores %, Documents library : %
range by Folder ¥
Import Data B Desitop | ConfTrac CSV Imports :
loads , C :
Here's the place where you can imgy 9 Deisnios Name ate modifeed Type
2 Recent Places  ® N e
& SoyDrive & AccuSALESlogoWestermark jpg 9/20/2012 445 PM PEG ima
1. Learn How o B R
. mastersalesiogo.jpg 9/20/2012 431 PM

You need to create some files that ijf . Libraries

first * Documents ) Attendessimport.csv GANNI2420 PV Micrnsoft

o Music = ACcuSALESlogo Jpg §/20/2012 4:18 PM PEG it

Leamn how to import your datal ! Pictures %) Workshopsimport cov 8/20/2012 4205 Micsosof

H Videos @Ouﬁouk‘(S\' Microzofh

2. Upload your files:
& Computer
Make sure your files stnctly match tf & Geteway(C) <~ ¢ m ) '
import process once it has started
File name:  Attendeesimport csv »  AlFiles (") -l

Time Zone: | (UTC-05: | Open |v [ camcel J

Show

Upload a hle

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

Delete Attendee
To delete an Attendee just click on the delete link at the end of their name in the list on the Attendees
screen.
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« 58
[/ Conference
Tracker

Home Logout

Attendees
Assign Cards Search Admewstrators Operators Attendees
Cetin Basoz
Delete

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

Assign Cards

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

55
@, Conference
Tracker

Home

Cards
[GCEISNe Gl View Attendees Search. Unassigned

Unassign | Delete

Unassign | Delets

You only have to do this if you created the attendee manually. Importing users allows you to skip this
step because they are assigned the cards automatically. In case the attendee shows up during the
conference you will need to assign a card to them.
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Online Registration
This is where you can create the registration form for the attendees to fill-out and also approve the

attendees once they start completing the online registration form. Here is an example of a registered
attendee who completed the online form:

- -
2, Conference
Tracker

Home | Camie

Online Registration
Online registration enabled

Nick Armstrong Confirm Registration | Delote

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.

Confersnce Title  Erginesrica Deme g
Subtitle  Exceading your sxpectatione e
Schedule September 29, 2015

Engineenca

Septamber 30, 201%

October 29, 2015
Jcto 3

D, 3015

Novembaer 16, 2013

~] Enable Attendee Oniine Registration

4 Enable Exhibitor Online Registration

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. L 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 are done with the Save button at the bottom of the form.

General information

Change form title | Software Innovators Conf.

Design your form

Registration

Select Field to Edit

Company This control has no properties

Registration Details

Ticket type ¢ (O Member Regestration - $ 200
Non-Member Registrat - $ 300
Meals Only™ -$ 50

d optior

~ ' You can now mark sessions for online registration. Marked sessions will appear on the

W 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!

Click here to learn more about how to enable this feature.


http://www.attendance-tracking.com/docs/doku.php/conferencetracker/en/advancedoptions?do=#attendee-registration
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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 its 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.

1Iniine £ r r
online xKegistration

Edt Registration Form Canfem Al Share Online registration enabled. View.  All pending |

All pending

Paid & pending

Mark Smith Accepled Conérm | Delete
Panding Discarded
Sarasa Rodriguez Send Paymant Instructions | Cordirm | Delate
Pending
Pending or With Error
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.
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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.

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

while the Conference is going on. This means if you plan on doing Check-Ins the night before the

conference be sure to include that date in the Basic Info section of your Conference Tracker account.
heck-In (cl More Actions:

< 0 Back View Motificatsonms Create New Attendees
Create Motification

Check-in is open only on the dates when Engineerica Demao is active,
View All Motifications

This is on:
& 1208204

Open Check-in
G0 Bacs ‘Whew Hotshcabions

Hender Nckholas

Micholas Armstr ang

This would display on the dates of the conference and allow you to
Check-in Attendees to pick-up their Handouts and provide any last minute notes. To accomplish this
task just follow the process below:


http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/conftrac-checkin-process-01.png
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1. Type the name of the attendee and if registered they should show up in the list. And now select

o ;

s Nicholas Armstrong

:  EConference Badge

otel & Parking Voucher
1 Reception Tickets

Kl Welcome Bag

Keeded to get the kosher
meal but did not see option on
the regstraton form

s Check No chedk-ins found

Save Carcel

their name in the list.

2. Once selected check of the items they are picking up from your area and provide any notes
regarding the person and or comments. This could be as simple as “Had to register and create
badge for this person.” etc.

3. Finally click the Save button at the bottom of this page to get a confirmation message.

At this time if there were any notifications setup to go out they would be triggered and send the e-mail

notification messages out.


http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/conftrac-checkin-process-02.png

Conference Tracker - Reference Manual

Ay

1
W 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
Send text to

Message text

Micholas Armstrong
Diego Jancic Leave empty to send to the attendee.

{Mame} has just checked-in. Please greet him
properly as he is 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

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

@ Badges

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

attendees.

templates.

Conference
Tracker

(g

Search...

Design Attendee's Badge

o

I $City$

$FullName$ |

S$Company$

fag
P Conference
Tracker

0123456789
e R,

TIP: You can use the following keywords in any text box:

[=]
;

S L'\g :5;‘.-‘.‘9?}'!
5 ey

Save Cancel from Template

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

e Presenter Badge Button: Use this to start designing the Presenter badge.
e Exhibitor Badge Button: Use this to start designing the Presenter badge.
e Attendee Badge Button: Use this to start designing the Attendee badge again.

Swinch o
Presenters Badges

Exhibstors’ Badges

Note: Only visible if you click one of the other badge types.

Be sure to click the Save button at the bottom of the page before selecting a different badge designer.

Toolbox
[T ——
e Add Text Button: Create a box where you can enter text. o
o Font Size: Adjust the size of the text. p—
o Font: Adjust the type of the font used in the textbox. o
o Alignment: Aligns the text with in the box area you draw. s
o Style: Bold, /talic, and Underline options. r:.“;u
o Font Color: Adjust the color of the text. [ ]
o Background Color: Adjust the background color of the textbox area. e

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

@)

View Original: This opens the image in a separate tab/window so you can see the
original size/image.

Select: Use to select the location and file of the image you want to r'm: Szl
insert. Vi Crigirus
None: Use this to remove all images from the image box. S—

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

o

Type: Use this to select either QR Code or Code 39 barcodes. We
recommend using the QR code as they are ideal for readability using
the camera on the Apple devices.

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

e Canvas Properties

o

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.
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.
= None: Removes any background image upload.


http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/conftrac-design-ceu-report-transcripts-textbox-properties.png
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/conftrac-design-ceu-report-transcripts-image-properties.png
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/conftrac-barcode-properties.png

Conference Tracker - Reference Manual

Use these keywords in any text box:

User Keywords

SFirstName$, SLastName$, or SFullNameS$: Displays the name of the Attendee.

STitle$S & SCompany$: Displays the Position and Company Name of the Attendee.
SPhoneNumber$, SEmail$, $StreetAddress$, $City$, SState$, & SZipCode$: Displays additional
information about the attendee.

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

SSessions$: Displays a list of all sessions this attendee is registered to at this conference.
SCredits$: Shows the total number of credits the Attendee received.

Conference Keywords

SConference$: Displays the name of the Conference.
SDate$: Display the date of the Conference.

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 $FullName$ ;
e el IO BEE e e L el B Bl e R 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 that item is selected then 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 you simply 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.
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Print
As an administrator, you may want to directly download the badges to print out and hand out to the
Attendees. You can download it individually or all.

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

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

P
[/ Conference
Tracker

P

rint Badges

Thes allows you to easiy export all the badges 1o a POF file which you can later prnt. Before you proceed make sure you have
customized the badge layout in the Badge Desgner

1. Download all badges

To generate all badges at once, click below:

Generate 3l Templates

2. Or, only one badge

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

Attendee

Generate Badge

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

| Your badges are ready! View Badges.
Al

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

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.

Email

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

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

e To email only a single badge click on Generate badge button under the section Or, to only one
attendee and wait until the next “Review and Send” screen appears with the list showing the


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

ol
[/ Conference
Tracker

Home | Feathes

Email Badges

This allows you to easdy email all the badges in POF format to the afiendees. Before you proceed make sure you have customized
the: badge layout in the Badge Desagner.

As thes 15 mtended for emalling the badges, each one is placed in a different file. i you want all the badges in a single e, use the print
badges option instead. n both cases, depending on the size of vour conference, it might take several minutes to complete.

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

1. Email all badges

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

2. Or, to only one attendee

To generate and email only one badge, enler the name (or email) of the atlendes

Attendee

Gemerate Badge

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

Review and Send

1. Review the badges before sending

@ unknown-f6f75242-5059-dccb-af78-7c5171868eed @ unknown-f4eedSb0-6472-4110.0f87-680bdec0fBad

Frad@vah
eq@yano ]

unknown-cdec29-24dd-46¢9-9962-b8275a79a055 ﬁh unknown-39d404e-d9aa-42bl-a762-6902b3b11889

-3 "

unknown-effe329a-b66¢-45ab-b610-7349095a81bb ‘h unknown-7b61dd94-d7c5-4caB-bB90-eecf3e456a94

INKS@iIsSMING_con =1

B EE

unknown-8822d2¢7-51F3-48f5-bc 3a-6b76b1ca5785 fh unknown-c2952154-fced-479b-beB0-dbbSf 1 b64e09

ar brahamiDip!

Ireliiss [

% unknown-b4dc5997-472e-4549-980e- @ unknown-b3cb5be5-4524-427e-aal6-e46a8ff221b9
edd4102b878b TP s

Kaler 3.(

28 badges cre‘zzfeB
2. Send them by email

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

Emad 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.


http://www.avery.com/avery/en_us/Products/Marketing-Solutions/Labels/Square-Label-White-Permanent-Inkjet-Laser-1_.5inx1_.5in-24-up-25-sheets_22805.htm
http://www.avery.com/avery/en_us/Products/Marketing-Solutions/Labels/Square-Label-White-Permanent-Inkjet-Laser-1_.5inx1_.5in-24-up-25-sheets_22805.htm
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Attendance
This is where you can track where people are, what they are doing, and the Instructor they
are with.

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

o 20
[/ Conference
Tracker

Create Log Swipe 3 Card  View Raw Swipes Fix Swipes Shaw only not valid Search Today
Will Ferrel Delete

« John Terry Delete

' James Wood Dolote

e Attendee: Displays the name of the attendee

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

e Time: Displays the time of the sign in.

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

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

Not Signed-out

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

P wnhe

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

: Conference
Tracker

Swipes
Viewlogs  FxSwipes ] Show only unresoived swipes Search. Today
.JoeBruwn'nTheconectclass View Details | Delate
Saned ot - Card 80 from device =’ Engneericall The cortett clasy st Wed 12/2 1:16:38 pm
‘ ) Tom Jones in The correct class View Details | Delete
Signad n Card £ §om device Enginaancall Tha corect class st Wed 12/4 1.16.06 pm

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

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

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

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

e Attendee: Displays the name of the attendee.

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

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

Fix Swipes

Resolve Swipes

swpescas | vien oo

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

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

Visits by Day
Conference Stats

< Go Back Print Reports * Information delayed up to 24h:

1 s e Shomsicn i O

12 o L
"3
105
28

a3
75
68

53
45
3s.

23
15
08

Nov 0, 2012 Nov 13. 2013 Nov 20, 2013 27. 2012 Nov 04,2013 Nov 11, 2012 Nov 12. 2013 Nov 29, 2013 Dec02. 2013

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

aw

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

N ||~ O

Hawaii Foods

La Rural Water Association
Dealers United
International

Resume Writing

Verizon Training

Feathers Vlegan Lecturre
GIS Intro Day 1

GIS Sign-In

Institute for Patient and
Family Centered Care -

R RN NN W W W W e AR O

M

International Education

Learning iConf - The easy
way

LERN

Shipping

Mobile to the Future
Training

R

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

Show/Hide Raw Data

@ Visits by time of the day

S L L LR LR, L L L LR L,LLSLSE
AN AESE SO PE IR NSA RN PE P PR PP PS PN

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

This is a great new tool to communicate with any group of users from Administrators, Exhibitors,

Presenters, and more! At the same instance you can e-mail just one specific attendee or even just a

couple of them. Maybe you have received their registration but not their dues or deposit then simply

write them an e-mail directly in Conference Tracker. As you can see from the e-mail below they are

sending a message out to all Presenters thanking them for their help at the conference.

Email Broadcast

Send Emails Cancel

From nference Trackes
Reply-to | noreply@engineeanca.com
fo Al presenters £
Subject  Thank you for Volunteering!

sFullhamaes,

Thank you for assisting with the Great Conference 2013.

Based on our records, you have assisted to the following workshops:
$Workshops$

And becaune of that, you have sarmed $Creditas credits.

Thanks,

Mike Myars

Keywords: You can use the following keywords in your email:

$ZipCode$

Just like in the Badge & Certificate Designers you can add Keywords to display the name of a Presenter,

the workshops they attended, etc. This can all be done using Keywords such as:

e SFullName$

o STitleS

e SCompany$

e SPhoneNumber$

e SEmails

e SWorkshops$

e SCredits$

o SCity$

e SState$

e SStreetAddressS$
e SZipCode$

Lead Retrieval
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This is the area where you can create, view, and edit the leads you have obtained during the

conference.

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

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

28 PM

iConf Leads Options

Friday, July 5, 2013 First name
San Francisco TEDx John

Inspiring people Middle name

Michael

John Carlton Doe Last name
CEO

Company

ee—

MANUAL

Exhibitors can log onto iConf Leads (Apple Store Download) with the credentials provided by a

conference admin to start collecting leads. Once they have scanned the badges of Attendees the stored
user information in conftrac.com will become available for them to retrieve after the conference. The
Exhibitor may also quickly add notes to each scanned attendee to save for future reference. Using the
same login credentials via http://conftrac.com will get them access to an export file of these leads and

notes.


https://itunes.apple.com/us/app/iconf-leads/id666961108?mt=8
http://conftrac.com/
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/screen568x568_1_.jpeg
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/screen568x568.jpeg
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B Online Exhibitor 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:

[FIE RS Aud  Confirm All - Send Payment Instructions Share Online registration disabled.

View registrations: | Al pending

Diego Smith (Nike) Confirm | Delete

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

e

Engineenca

=] Enable Attendee Oniine Registration
& Enable Exhibitol

line Registration

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 you are done with the Save button at the bottom of the form.

Add Feld

General information

Change form title | Exhibitor Registration ‘
J Password
Design your form ‘ e
ISt
e TR— ‘ Checkbax
Company / Institution (+) | Section Title
- |
First name (* } Explanatory Text
Middle name
3 Edit: Phone Number
Last name (* Rantved
Yes v
Email (* . |
Password (=)

Repeat

Title

Phone Number
Street Address
City

State

Zip Code

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 its 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.
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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.

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.

SN el Confim Al Send Payment [nstructions Share Online registration enabled

e regisirations: | A | pending e
Al pending
Paid & pending
apted
Discardad
\Wikh erors

Diego Smith (Nike) Confirm | Delets

ing

Pending or With Error

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).
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& Exhibitor Administrators
This is where you can manage your Exhibitor Administrators information.

Exhibitor Administrato

Search: Administrators Operators 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

You can manually create new exhibitors any time you want! This can be especially helpful if you need to
add them because they were not on your original imported CSV file. You can access the Create New
Exhibitor screen by clicking on the Create New button on the Exhibitors screen.

° &
cﬂ Conference
48 " Tracker

First Name  John ]
Last Name  Jnglehtemerschmdt
Emal  mnglehiemerschmsdt2my,.edu
Password
Repeat

Role Attendee -

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

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


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

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

@ )
, Conference
Tracker e

Design your Certificate

Certificate of Completion L =

Ths is to certify that

SAttendee$

ﬂccm&w S

onSDat‘S ,

Canvas ;—l l

Credn" Eamed M

Certified by: (£ # /...

Cancel From Template

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

Toolbox
Size and Orientation: This option allows you to change the certificate from “Portrait” to “Landscape”
using “A4” or “Letter” sizes.

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

Font Size: Adjust the size of the text.

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

Alignment: Aligns the text with in the box area you draw. i':.'.'.?" |

Style: Bold, /talic, and Underline options. Ane

Font Color: Adjust the color of the text.
[E——

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


http://www.attendance-tracking.com/docs/lib/exe/detail.php/conferencetracker/en/conftrac-design-ceu-report-transcripts-textbox-properties.png?id=conferencetracker%3Aen%3Acertificates
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Add Image Button: To add images to canvas the certificate.

View Original: This opens the image in a separate tab/window so you can see the —
original size/image. m:cn'fm [Noee]

Select: Use to select the location and file of the image you want to insert.

None: Use this to remove all images from the image box.

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 the current item selection is. A drop-down list shows all the
elements that make up your certificate.

Canvas Properties

Background Color: Select the color you want your background. Click on the white box, and it will display
a picture with all the colors you can change it.

Background Image

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

Change: You can upload an image that resides on your computer.

None: Removes any background image upload.

Use these keywords in any text box:

User Keywords

SFirstName$, SLastNameS$, or SFullNameS$: Displays the name of the Attendee.

$Title$S & SCompany$: Displays the Position and Company Name of the Attendee.

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

SUserCustomFieldNS: (N=1-5) Displays the custom fields you uploaded or entered for each attendee.
SWorkshops$: Displays a list of all workshops this attendee went to at this conference.

SCreditsS: Shows the total number of credits the Attendee received.

Conference Keywords

$Conference$: Displays the name of the Conference.

$Date$: 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

g e s e i gt i o e e e e R st e @
E $FullName$ :
B e e e e e e e s ~
Earned the SCredits$ credds for attending the following workshop:
CME Elligible Workshop Credits
$SessionCustomField1$ $Workshop$ $Credits$

Move: To do this click anywhere on the item. Once that item is selected then 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 you need to 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.
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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 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.

0.. Conference
Tracker

Home Logout

Print Certificates

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

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

1. Download all certificates

To generate all certificates at once, click below:

Generate 3ll Templates

2. Or, only one certificate

To generate only one certificate, enter the name (or email) of the attendee
Attendee
Once the certificates have generated a link should appear to View Certificates.
Your certificates are ready! View Certificates.
[ 1

‘Your request finished successfully Click on the link above 1o get the
certificates

E-mail Certificates
You can send certificates via email to multiple or a single Attendee.

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

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

e If you need to verify the information on the certificate being sent is accurate, click on the attendee's
name displayed on the review section before sending the certificates.
e Click on Email Certificate to send the certificate in section Send them by email.
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w8
[/ Conference

Tracker

Logout

Email Certificates

Thes allows you to easily email all the certificates in PDF format to the attendees. Before you proceed make sure you have custormized
the certificate layout in the Centificates Designer

As this 15 intended for emading the certificates, each one is placed in a different fée If you want all the certificates in a single file, use
the print certficates option instead. In both cases, depending on the size of your conference, it might take several minutes to
complete.

Once the certficates are generaled, you will be able to review the certficates before sending them

1. Email all certificates

To generate and emad all certificates at once, click below

2. Or, to only one attendee

To generate and emad only one certificate, enter the name (or emaid) of the attendee

Attendee

Genarate Certificate

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

w0
[/ Conference
Tracker

m

Review and Send

1. Review the certificates before sending

undefined certificates :re.ated
2. Send them by email

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

Email Cortificates

Once you hit Email Certificates the certificates will go out as is, so please review them.
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w CEU Transcripts
ﬁ This is where you can design, print, and/or even e-mail CEU Transcripts for the conference.

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.

Design CEU Report/Transcripts

(
i
Certificate of Attendance %
i
Msmmfywl r
$FullName$ f
™ Date CAIE Emgibie ' \'\'moo.

" SDates $SemicnConstomFinld 13 $Womahop$
$Dntes $SemicnCostomField 18 $Wedahop$
$Dates $SemonCostomField 1$ $Womshop$
1| sDates SSesmsionCustomField 13 SWorshoo$
1] sDates SSessicnCustomFiald1s SWeashop$
$Ontes $SemionContomField 18

P it be Wit sas

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

Toolbox
e 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.
Font: Adjust the type of the font used in the textbox.
Alignment: Aligns the text with in the box area you draw.
Style: Bold, /talic, and Underline options.
Font Color: Adjust the color of the text.
o Background Color: Adjust the background color of the textbox area.
e Add Image Button: To add images to canvas the transcript.
o View Original: This opens the image in a separate tab/window so you

o O O O

can see the original size/image.
o Select: Use to select the location and file of the image you want to insert.
o None: Use this to remove all images from the image box.


http://www.attendance-tracking.com/docs/lib/exe/detail.php/conferencetracker/en/conftrac-design-ceu-report-transcripts-textbox-properties.png?id=conferencetracker%3Aen%3Atranscripts
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e Add Table Button: To add images to canvas the transcript. Tatiest Progeries
o Font Size: Adjust the size of the text. =
o Font: Adjust the type of the font used in the textbox. o
o Alignment: Aligns the text with in the box area you draw. e
o Font Color: Adjust the color of the text. bssooss [ |

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 the current item selection is. 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
= 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.
= 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.

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 transcript was earned.
Use these keywords in the transcript table:
Transcript Keywords

o $Date$: Displays the date of the relative workshop that the credits were earned.

e 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 SSessionCustomFieldNS: (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$

CME Eligible = $SessionCustomField1$

Workshop = SWorkshop$

Credits = SCredits$
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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.

This is to certify that

Earned the SCredits$ credits for attending the following workshop:

CME Elligible Workshop Credits
$SessionCustomField1$ $Workshop$ 5Credits$

1. Move: To do this click anywhere on the item. Once that item is selected then 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 accomplish this you 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:
* Include certificate as first page: This attaches a Certificate before each
transcript in the printout.
= All Attendees or Print just a specified workshop: 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.

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.
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Print Transcripts
This allows you to easily export all the transcripts to a PDF file which you can later print. Before you proceed make sure you have
customized the transcript layout in the Transcript Designer.

As this is intended for printing or just making a backup of the transcripts, all of them are created in a single file. If you want each
transcript in its own file, use the emall transcripts option instead. In both cases, depending on the size of your conference, it might take
several minutes to complete.

1. Download all transcripts

Indlude certificate before each CEU Report/Transcript?
M Include certificate as first page

Click to generate all transcripts:

® All attendees
O Only those who attended this session:

M Excdude attendees with no credits earned

Generate all transcrnipts

2. Or, only specific transcripts

To generate one or some specific transcripts, enter the name (or emall) of the user:

User(s)

Genarate transcnpt(s)

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.

~K

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. Tosend to a single Attendee must type the name of the person. Then click on Generate
Transcript.
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.
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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 Report/Transcript?
M 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

Generste transonpt

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

Review and Send

1. Review the transcripts before sending

Christa M. Santos ﬁ Fred Flintstone

christinab@engineeric

kets gineerica.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 $LInk$ 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

Reply-to | noreply@e

Subject

3. Send them by email

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

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

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

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

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

File Format

By now, only comma-separated-values (CSV) files are supported. This format is broadly supported by
many 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 Administrators, Operators, Presenters you need to specify the following headers:

Required:

FirstName, Middlelnitial, LastName, Email

Optional:

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

To import Exhibitor Administrators or Exhibitor Representatives you need to specify the following
headers:

Required:

FirstName, Middlelnitial, LastName, Email, Company

Optional:

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

To import Attendees, you need to specify the following headers:

Required:

FirstName, Middlelnitial, LastName, Email

Optional:

CardNumber, City, State, Address, ZipCode, PhoneNumber, Title, Company, CustomFieldl,
CustomField2, CustomField3, CustomField4, CustomField5
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To import Workshops/Sessions, you need to specify the following headers:

Required:

Name, StartTime, EndTime, Room

Optional:

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

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

Required:
Session, Email

Administrators, Operators, Presenters Import

FirstMame Middlelnitial LastMame Email CustomField1
Winnie T Poah wpooh@conirac.com 5161
ROgEr Rabdit roger rabbit@conirac. com 8A52
Donald Duck ducki@confirac.com o4
Fred Flintstomne Tred@coniirae com 5612
Homer J Simpson homerjs@conftrac.com 9523

Download the example file (.csv)

Exhibitors Import

FirstName Middlielnitial 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 Rules Inc "
Homer J Simpson homerjs@conftrac.com "Springfield Corp."

Download the example file (.csv)

Attendees Import

FirstName Middieinitial | LastName Emall CardNumber CustomField1
Winnie T Pooh wpooh@contrac com 1089 C515
Roger Rabbit roger.rabbit@confirac.com 1035 P952
Donaid Duck duck@conftrac com 6584 AS11
Fred Flintstone fred@conftrac.com 1078 B512
Homer J Simpson homerjs@conftrac_com 1812 L122

Download the example file (.csv)



http://www.conftrac.com/Images/Doc/UserImportExcel.csv
http://www.conftrac.com/Images/Doc/UserImportExcel.csv
http://www.conftrac.com/Images/Doc/UserImportExcel.csv

Conference Tracker - Reference Manual

Sessions/Workshops Import

EndTirme | Credils | Rooem | Capacily ] Requires Sigelul | RequiredPresencaPcly | OnlineRegistralion | CustomField

Hame HariTirme
Faster

Desmn Bt
S | 2
with Style

Ties

Styles of 2012
Bedesipn 10000 e
fioling Up

Our EMr2012

REsponaive | 1100 am
Sppves

Wik to EnRMz
the Fubsre 10:00 am

Tha Fubsre | &N72012
of C55 12:00 pm

?1'1;".1 z ;"Sm 2000 15795 yes 75 yes FOC
?;fu";ﬂ; 3 Metlty 5000 0095 no 75 na SOR
?';'ﬁu“;fn z iaN:.E:.rm 200 0 yes &0 yes AU
?:13—?:31 2 Hobity 100 1] yes 55 [ MTF
i Ao | 59 0 no FU yes FOC

Download the example file (.csv)

Note that when

you import the sessions it's important that you select the correct time zone. It has to

match the data you’re uploading, which is not necessarily the time zone of the place where you
currently are. E.g. you might be now in New York, but if the conference will take place in San Francisco,
then you should select '(GMT-08:00) Pacific Time (US & Canada)'.

Sessions/Workshops Registration Import

Faster Design Decisions with Style Tiles eric. smith@confirac com
Styles of Redesign mwilliams@enginesrca. com
Rolling Up Our Responsive Sleeves john doe@enginesrica com

Mobile to the Future
The Future of C55

myers@confirac com

maryotonnor@eonfirac.com

Download the example file (.csv)

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

64
[/ Conference
Tracker

Import Data
Here's the place where you can import your attendees, your workshops 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

Learmn how to import your datal

2. Upload your files:

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

Time Zone (UTC-05:00) Eastern Time (US & Canada) !v

Show all time zones

Upload a hle


http://www.conftrac.com/Images/Doc/ScheduleImportExcel.csv
http://conftrac.com/Images/Doc/WorkshopRegistrationImportExcel.csv
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To import the CSV files you created you just have to click the upload a file button.

@ )
7 Conference

@ File Uplod
TraCker G‘J— L <« Engineerca » ConfTrac CSVImports v | 63 W Search ConfTrac Csvimpers P |
s o —
% Favortes % Documents library et s
Import Data s sl sngeby Folde
0 # Downlosds me Date modifie "
Here's the place where you can impg{ G Recent Plces |8 b Date moditeed Typ
= AccuSALESlogoWatermark jpg G
1. Learn How A Sones st 5
= Libraries = mastersalesiogo.jpg 97X
:;: o ] R 3 Documents I_Yﬂmmmmw SANNN2420 PV Micrasoty
J‘ Music = AccuSALESIogo jpg 0/20/2012 418 PV
Leamn how to import your datal i Pictures &) Workshopsimport.cov
B videos &) Outlook.CSV
2. Upload your files:
& Computer
Make sure your files strictly match t| & Gteway(C)  ~ 4 i '
import it has started
2 Lo 2z File name:  Attendeesimport.cav v | AlFiles (") v|
T —
Time Zone: | [{UTC-05: | Open |v [ ncel |
" Show EFImETORES

Upload a hile

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

"{ihﬁ‘:@ Export Data

1’\5: < Conference Tracker will allow you to download the conference information for any of the sections you
want:

e Attendees

e Operators

e Cards

o  Workshops
e Raw Swipes
e Sign-In Logs

@ 5
@, Conference
Tracker

ome  Logout

Data Export

Our policy is quite simple: Your data is yours. You can be sure of that. We allow admersstrators to download all the information
saved in your account, including the sign-in logs recorded, the attendees info and everything else you put in our systermn. That way you
donl have 10 worry about what's gomg 1o happen with your information If you decide to leave

R 2ks0 allows you to analyze the data using external tools ike Microsoft Excel, SQL Server, or any other data analysis software

Select your time zone

Before downloading your data, select the correct ime zone. Times will be convernted prior to download

Time Zone: | (,;7c-08:00) Pacific Time (US & Canada) |+|

Show all ime zones

What do you want to download?

CSV Format HTML Format Excel 2007/10 Format
Attendees Downioad Download Download
Operators Download Download Download
Cards Dowmload Download Download
Workshops Download Download Download
Raw Swipes Download Download Download
Sign-In Logs Download Download Download

Tracking Conference has the ability to save your information to all the following file types - CSV, HTML,
and an Excel Spreadsheet. To export click on Download and wait until it says your data is ready! Once
again click on View Attendees which will let you download the file to your computer.

. | Your data is ready! View Workshops.
w Your request finished successfully. Click on the link above o open it
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SO
W Companies

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

Companies
Apostle Groover Dalate
Apple Delete
ASD Delete
C# Home team Deelete
Company & Companions Delete
Corp Sys Dalete
Energy Power Bars, LLC Delete
Administrators

This is where you can manage your administrator’s information.

-
e, Conference
Tracker

Home

Administrators

Search: Administrators Operators Attendess

Chadd Blodgett Delete
Mary Oberhelman Delete
Mon Massear Delate

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.
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L]
L/ Conference

Tracker
Home | My Profile
Devices
< GO Back
dema-12608T i Send Massags
demo-024ACC Send Message

demo-0r4858 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.
Send message to device(s)
Device(s) demo-024ACC

Message I notice you seem to be having issues
scanning. Please come see me to swap out
your device)

Max. 100 characters

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

Device does not have push notifications enabled

Enable Push Notifications

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

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

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

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

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



https://support.apple.com/en-us/HT201925
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/devicelist.png
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/sendmessage2device.jpg
http://www.attendance-tracking.com/docs/lib/exe/fetch.php/conferencetracker/en/sendmessage2deviceerror.jpg
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Settings
This area allows you to customize some of the settings in Conference Tracker.

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

Sign-Out

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

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

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

W Enable online workshop 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.

Conference Settings

General i i
Attendee Registration

Sign-Out
Enable online workshop registration

Attendee Registration

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

Registration

Confirmation message B Z »HJ“ i.fpovwaoh = | Font Famity 7lmes.:c

Ao amanln il sl T B

| 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:
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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 (2)

Online registration email body L)

B J U "’- Paragraph = | Font Famly vlF:r*t‘Ln =j.a
- Ee e B 2 Lol 22

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$,5Conference_Subtitle$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.
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Exhibitor Registration
How to Access: Advanced Options > Settings > Exhibitor Registration

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

Registration

Confirmation message | B Z U & = = & ll faragraph 7 | Font Family 'l FontSze =L
23,0 WX s s e 3w 4. K RON ¥ 634

| 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 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 glF::‘eicu -
' 2 Senl Gl A .

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

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

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

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

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

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

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

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

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

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

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

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

Custom Fields
How to Access: Advanced Options > Settings > Custom Fields

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


https://www.paypal.com/
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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
Sign-Out
Attendee Registration

Exhibitor Registration

Online Payments

Custom Fields

Need Help?

Custom Fields

User fields

User field #1
User field #2
User field #3
User field #4

User field #5

Workshop fields

Workshop field #1
Workshop field #2
Workshop field #3
Workshop field #4

Workshop field #5

Save Cance

Licence Number

undefined

undefined

undefined

undefined

CME Elligible

undefined

undefined

undefined

undefined

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

this form.



