Feature guide

To enhance your user experience of Conference Manager,
this overview provides you with a complete list of features
and system configurability.

Conference Manager
Advanced and easy



Conference Manager makes your

event planning easy

The system is built in a simple and user-friendly way. When you are creating an
event all you have to do is follow the tabs from left to right.

Setup

Evant Confarance Manager Evant

Plan

Stay on top and plan
your event down to
the smallest detail.

Build

Create your event
after your needs and
activate the sign-up
website for your par-
ticipants.

Communicate

Make contact with
your participants by
sending out emails
and texts with
information about
the event.
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Welcome

We hope that this guide can help you obtain an overview and direct you through

the creation of your event. Should you have any questions during the set-up or need
some advice in regards to your event, you are always welcome to contact the support
team. We are ready to help Monday - Friday, 9am - 4pm.

& +4588 832000 [ support@conferencemanager.co.uk

Please have your conference ID ready when you contact us. You'll find it in the bot-
tom right corner of your event. This is also where you are able to grant support access,
so that we are able to see your event at the set-up.

FAQ

Visit our support page www.conferencemanager.co.uk/support.php. Here you will

find a lot of valuable information regarding the system, website, communication, par-
ticipants, economy and evaluation.

Data security

One of our top priorities at Conference Manager is to protect our <</O\)V\\TY MA"/4O
data, systems and services. To insure the anchorage of this priority as o%% ‘91%\
an integrated part of our work and set-up, we are ISO 27001 certified. g\ %"
In practice this means that we incorporate security into everything ‘é DNV:-GL /757”7
we do as a company whether it regards separation of operations and 77\\ /ﬁ
development or the way we handle client service. e

For more information, go to
www.conferencemanager.co.uk/security.php
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Sitemap and tabs
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Planning

Here you have the possibility to plan your event and thereby gain a full overview of

your tasks. This is where all of your lists, notes and post-it's become a joined to-do list.

Checklist

Set up the checklist with task items. Arrange
the items however you wish with deadlines,
notifications and comments. When a task
has been solved you can mark it as complet-
ed to keep an updated overview.

Calendar

When you set up the task items you will be
able to see them in the calendar. Choose
between daily or weekly view to see the
tasks for a specific period of time.

Scheduling

You ure workiog on: | SKENOS % || S, Bt | 8] Setup new checklist

Filler: No fisers have been aciiated for the dsplay.

Search o

) e et 10010

Deadine  ©  Reminder  © | Comment

[] Ipiationtsts 5 Re-use yoartists
 Getinsontion here Your previous lists.

(e ‘Youare viewing the calendar for g 13, 3020 (23. - 20, mans)

My FLTERSETTINGS
[e———
B Deadtine
34 5678 T
Moo s
01w w0

~ Mark as completed | 36 Delete

0 e Checkist e
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The Event

When you set up a new event, you automatically start out in the tab “The Event”
where you will be guided through the first step of the set-up. This is also where you
can grant access to your colleagues and later on in the process the page will contain
an overview of registered participants for participant categories, options, program
etc. just as you will be able to keep track of any failed emails.

Basic setup

Basic setup

This is where you enter the general data Setup [
for the event such as capacity, dates, venue EventsTeambulding
and so on. This is also where you decide the

. . ”;"1»9 The Event i&} Settings
Webs|te |ang uageY Whether the event 1S free 1 ‘Specify the capacty, date of holSing stc here. Dasic setting for your Event,

Humbes of participants: ) Price: rces are stated in 0K
i case of moes registiations e e

or you want to set prices, and in that case

Language: Engish
From: GAprI022 0900

how invoicing should be handled. v P e
e

Online eding of registration: o allowed % Edt

S Em

Attention! If you activate pricing on your
event the tab “Payment” will appear.

Payment

This is where you choose the payment op-
tions for the participants either through
Conference Manager Payment Manage-

ment or your own payment solutions. If you

Payment Contact information

are using the CM invoice module, this is also B | . m—

5 [ 1234 oy to-convact 7S
CETORD o La4ssTIS0 o Ko
ot 0

where you set the VAT rates.

Attention! The invoice module is an ad- 3 |
ditional purchase module in Conference

Manager.
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Participant categories

This is where you can create one or more
participant categories and companion cat-
egories. This gives you the opportunity to
distinguish between your participants and
differentiate the signup process for each
category. You can control how many par-
ticipants can sign up for each category, and
you can also make the setting that sign-up
for a category requires invitation and it that
way work with open and closed categories.

Attention! If you have payment on your
event, the category Order responsible will
appear. Information regarding the Order
responsible will be used to request pay-

ment and handle invoicing.

Attention! If sign-up for your event requires
approval from either a manager or the or-
ganizer you can activate the feature “Man-
ager approval” in the settings for partici-

pant categories.

Personal details

This is where you add information fields in
order to gather the data you need regard-
ing the participants. Information fields can
be set to different formats; free text, re-
sponse options, calendar etc. You can make
use of the standard fields or customize

you own to fit your specific event. For each
information field you decide which partici-

pant categories it should be available to and

if the field is mandatory or not. Information
fields can also be added in the Participant
Categories tab.

Attention! If you wish to send text messages

to the participants remember to add the

standard field “Mobile phone”.

Number of participants who may register
this particlpant category

signup

Registration feed
Standar 0,00 KK nct QEVAT

& aog \dd divsion  Add

Charge seposit

CANCEL | SAVE

Standard fields
Choose predefined fields such a5 address, postal code et

Tent eld Compulsary Desaription
© Freetent
An empty text box for the partcipant to write in .

Text field
Select between response options

Ermall Yo create the aptians and the participant can choose ane.

Search between response ogtions
You ptions, and when starts typing.

File uplaag
shown

File uplaad e
The participant choose one date from a calendar.
Mobile nur

Cauntry
The participant chosses a countryfram a predefined kst

CANCEL | SELECT
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Options

Here you can add option choices to the
sign-up process. This can be used for e.g. an
optional dinner, sign-up for workshops or
transportation to the event. In the settings
for each option you decide which partici-
pant categories it should be available to. You
can specify the capacity, decide whether
making a choice is mandatory and if there is
pricing on your event, you can differentiate
the price based on participant categories.

Accommodation

The possibilities for accommodation are
defined exactly as you like. For example, the
system is able to manage arrival and de-
parture dates as well as individual requests
regarding accommodation. You can differ-
entiate prices and settings based on partici-
pant categories. Depending on the settings
you have made, the participants can during
the signup process choose where they want
to stay and maybe even invite a particular
roommate to share a room.

Participant categ

0 cigere Loder Detager
Select participant categories

bie to
paricipant cat
Type of option
@ Partcipants may anly choose ane of th below bsted choices
The particpant may slectsavera] of the befew Isted chores

Show avaiable seats turing sign UE @
GFRANRRANGE  Choices

bla to
paicpantcat 1§

38 bk anaka frokost

- Foldin

¥

CANCEL | SAVE

Which persons may select this room?

Al

Jons: Select participont cotegories

Rooms available
Phoenix

© The same pumber inthe entire period
©37,1216K8  ~ The number varies from day today.

dasasaa asad
iference between allutment available and alloiment for sale

Itvmrelss|  moomutnartitn [z

o avatabl

When will the room be available?

From | 04/04/2022 @ Ul 0g/o4/2022 1

Al PATTKIPANES to select fewer ghts ADDNEW

Price per person
© Pernight
Forthe entire pricd
Q) Tt 2o B pitipant chtegonied
Oifecentated price according to pamcipant category

Brics par right 300,00 |owe  inct 253 VAT
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Programme

The programme is build by using tracks that
you create using text, colors and images. If
you set up parallel tracks you can have the
participants choose during the signup pro-
cess which track, they wish to participate

in. You can differentiate the prices for the
tracks between the participant categories.

Attention! The programme can be printed
as a PDF and will be shown in the CM
Events app. It can also be transferred to the

confirmation and the nametags.

Confirmation and ticket

Order Confirmation

The order confirmation is the confirmation
that is sent to the participants and poten-
tially an order responsible after the sign-up.
You have the option of choosing which ele-
ments you want shown on the confirmation
and edit the confirmation email. You can
also insert an image/logo on the top of the
page and you can write your own text on
the confirmation.

Invoice

If you have payment on your event and

have chosen to use the Conference Manag-

er invoice module, this is where you can edit
the invoice settings. The invoice will be sent

to the order responsible.

Attention! Remember to check if you have

activated Automatic Dispatch on the invoice.

. Enter start and end time.

o o D

athep
Enter capacity

© Follows the capacity fo the event
Limited

Required partiipation in this or confikcting track
‘Show available seats during sign upl)
Background colour: &, Egie

Toxt colaur: r

Material

Standard confirmation

0 |

Participant categories

Select participant categories.

Prices

© Same price for everyane

Differential prices.

price el 253 VAT

Order confirmation

Planning

Settings

Order confirmation &

Mandatory content

Header
Personal detalls &

Confirmation email

Optianal cantent
L Logo@

Freatext @

Questionnaire  Communication

B Confirmation and ticket

Layout

Invoice email
Credit note email

D Logo @

Personal details ©

Invoice

Issuer @

Freetext @
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Ticket

Here you can design a ticket for your event. S -]
The ticket will automatically contain a bar- e

code which can be used for arrival registra- g "_ —

tion. If you choose to create a ticket and ac- -

tivate it, it will be sent out as an attachment Roni

B8 nages

to the confirmation email. You can also gl gy
choose to design the ticket at a later date o

own | sam

and then send out a link to download the B ‘3‘;35»«««

Deien

ticket when the event date is near.

Arrival registration

Arrival registration

If you have created a ticket with a barcode e

||“ |I'l Registration of arrived participants
or have added a QR code to the confirma- e demi ety a
tion you can register the participants upon e parant s
arrival. As a free feature for arrival registra- Bl
tion, Conference Manager offers the app CM —TLL AR roro
Exhibition. With the app you can quickly and . R

easily scan the tickets of your participants.

External login

Enter persons

With an external login you can grant ac-

cess to relevant persons to retrieve lists - for e
example the hotel, that requires lists of par-

Usorname:

ticipants who have selected a room or has

special requests regarding food. You can

Saved pormessions

© MNew rights Profile name:

also grant external access to arrival registra-
tion and participant registration. ) e

Attention! Remember that your partners or

participants have to type the login manually.
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\Website

Here you will find the statistics for your website that shows the number of visitors and
online signups broken down by dates. This is also where you control the basic setup
for the website as well as design and build the look and content of the event website
and manage activation.

Basic Setup
Website setup
Basic Setup § v ¥ Cortae
=
(T ‘Contact link on website
This is where you enter basic data regarding e T —
Everyane can actess the website. @
the website such as “Web access”, “Web ad- P bt " i g e
dress” and contact email address. - LR
[als CERITN RS Description:

. . ) The website must be deactrated to changs the 3ddwess G0 1o website SeUingS. it by
Decide whether you want your website to st rgnecpinsion®
be open or closed. If it is an open website Event code

that can be accessed by anyone, you have
to set up a web address for the event using
the free domains. Furthermore, you have to
assign an email address that will become

a link on the website, so the participants
can get in touch with you. If the website is
closed you have full control over who gets
access to the website.

Texts

This is where you can edit the systems de-

Own terms and conditions

Wiha has to accept these terms and conditions?
Al

_Selec\ participant categorles

fault texts in both the website as well as

oy Oalaut xpiaining et an e-md wih e

the participant emails. This is also where

wosse, f

you insert your own privacy policy which i Pt e s
vaiting
we recommend. ==
B 7T US FFEE Tms v izpt e
Wm == AL ox X @ o

S Create new term
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Meeting requests

Here you can create a meeting request ei-
ther for all your participants or for specific
participant categories. When they accept,
the meeting request will be placed directly
into the participants calendar.

Design and activation

In this tab you have a checklist of the main
settings in your event. Here you can see if
there are any settings you have to take into
account before activating your website. This
is also where you access the Website De-
signer and finally activate your website.

Website Designer

In the Website Designer you design and
build the event website to have exactly

the look that matches your event. You can
choose between different standard themes
and then you modify elements and settings
to achieve the desired look. You can e.g.
insert a logo, change the background col-
our, insert pictures, videos and much much
more. It is also in the website Designer that
you choose which pages you want activated
on your website, just like you can add cus-
tom defined pages.

Attention! The logo you upload will automat-
ically be transferred to all emails sent from
Conference Manager e.qg. invitations and or-
der confirmations. Remember to upload the

logo in a size suitable to the mail layout.

- o

Towet | 1000

Chaose participant category ﬂ

l
Startingtime: | 01/02/2021 55 09:00
Finishing time: |05/02/2021 = 23:00

Location:

Organiser
emait

Subject

Design and activation

Checklist
Basicsetup Design and activation
uh access .

Contast email + Open Viebsite Designer ©

Qe confisration text
Hegistration waiting st Your settings
Payments . 5+ Payment
Credit card, Credit card,
Pavment deadline et bt
§ Az
Luwacs Baley @ Everyone may actess the

websiteWaiting listis
activated

¢ Contact emaik:
in@conterencemanager.di

Headline
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Invite and remind

When your event site has been activated and you are ready to receive sign-ups you
need to guide your potential participants on to the website. This can be done in mul-
tiple ways. You can for example choose to share a link in a newsletter, put the link on
your own website or suchlike, but you can also choose to send out a personal invita-
tion via Conference Manager. When using this feature, you can invite participants to
sign-up for a specific participant category and you can keep track of who has not yet
signed up and potentially send them a reminder.

Add potential participants

Add participants

This is where you add the potential par- e g s o s s

ticipants, that you would like to invite to '

the event. Their information can either by i3 %ﬁ"l&’%ﬁ:’:“'ﬁ.ﬁ:&w s :m:":fr'n"]“'m““,.:f:‘m:.,
typed in manually or you can upload them mmmw:ﬂmﬁ] [mw:mwmmm

all at once via an Excel file. The system re-

quires an e-mail address as minimum, but

i with design and printing name badges?

you can add information on each person o

equivalent to the personal information
fields created. When you have added the
information, the participants won't have to
fill this out at sign-up.

Invitation list

Invitation list

On the invitation list you have an overview e s

of the potential participants who have not s °

Displays results 1801 of 1.

yet signed up. In the column “Status” you
can see whether they have been invited, if e — i
they have replied with a “No thank you” or if
they haven't been invited yet. From the list
you are also able to edit in the information T——
of the potential participants, send them an

e-mail or even to register them directly.

Attention! If you as the organizer need to
sign-up participants, this is done by adding
them to the invitation list and then making
the registration directly from the list.

Conference Manager - Feature guide Invite and remind
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Invitations -_— e—e P

and reminders 72 Use template

This is where you write the invitation to your

event. You can easily have different types —— Lo
of invitations so that you for example can - Emraaiinies -
differentiate based on participant category. —— o

It is important that the invitation contains

a correct invitation link. This is created by
inserting a link and then choosing from E——
the dropdown-menu, that the link shall go
to a page on the website. Then the system
creates a unique link for each potential par-
ticipant. You also have the option to insert
a “No thank you"-link. If this link is clicked
on by the potential participant, it will be
noted, that they won't be able to make it,
and when you at a later point are sending
out reminders, they will automatically be
filtered out.

Attention! Be aware that the invitation link
is personal. If an invitation is meant to be
forwarded, we recommend to use a manu-
al link to the event website.

Register participants for arrival with
the CM Exhibition app

With this feature you can easily and quickly register
the arrival of your participants at your event. Keep
track of arrival times, payments and participant
categories.

For more info: www.conferencemanager.co.uk/

features/apps/cm-exhibition.php

Conference Manager - Feature guide Invite and remind 15



Participants

In this section you have the full overview of your participants. You create your lists

based on information of your choosing. On the top right of the lists you can add filters

or choose which columns you want to be shown in the lists.

Participant list

The participant list is the list of all registered
participants on the event. In this list you can
see the participant information and infor-
mation regarding time of registration, latest
update and participant category. From the
list you can click the name of a specific par-
ticipant to see further details of their regis-
tration or to make changes. All lists can be
exported to Excel.

Other lists

With Other lists you have the option to filter
the participants based on their registration
regarding options and programme, and you
can hereby obtain a complete overview of
your participants and their choices. This is
also where you'll find the waiting list and
cancellation list.

Attention! You can also export a complete
participant list to Excel. This is found under
“Downloads” on the right side of the page,
when you have clicked “Participant”in the

purple bar.

Participant list

Filter: N filters have been activated for the display

Search

7 visplays resus 0tovef o,

Firstname ~  Last name =

No data Found

o=

QUK LINK

Other lists

Segasate particgants and companions

Emall = Category st

Saparata participants and companions (1

SOMETHING EXTRA FOR YOU!

Filter: N filters have been activated for the display

Search

Displays results 0to 0 of 0.

Firstname = Last name =

Na data faund

=

QUICK LINK

* Separate participants and companions.

Email < Panticpant category

Separate participants and companions (]

SOMETHING EXTRA FOR YOU
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Material

Here you have the option to design name
tags, table cards and certificates. You
choose the format, which elements it shall
contain and design the layout. When you
have designed your material, you can either
print it to a .PDF or send it directly to the
participants. From various filters you can
easily choose which participants the mate-
rial shall be issued for. For example, you can
choose that only participants who have an-
swered a submitted questionnaire should
receive a certificate.

Accommodation

Here you find the lists that relates to ac-
commodation. The lists can be exported
directly to Excel and eg. handed out to the
hotels.

In the Room list you can sort according to
rooms and hotels, and you can also move
the guests from room to room if needed.

In the Participant tab you can sort
according to the participants accommoda-

tion selections.

Order list

Each registration has a unique order num-
ber and will appear on the order list. This list
is particularly interesting if there is payment
on the event. Keep track of your balances as
well as your invoice and payment methods
for all orders on the event.

Accommodation

Deselect accommodation:  Updal

§
Sp Notaiowes notal

 Information regarding accomod:

Your accommodation options:

Hotel Phoenix
Bredgade 37, 1216 Ke

adsasdadadasda asal

* 3 Enkeltvaerelse
= O Rooms availabl

e, -
i E = Number of beds

i Crop

Which persons may select this raom?

an

Select participant categories

Rooms available

O The same number in the entire period
The number varies from day to day

Difference between allotrent available and allotment for sale
Ao alctmentintstal 30

Distribute number of rooms available @

o || swe

When will the room be ava

Flom  04/04/2022 E@ U0

Allow participants to select few

Price per person
O Per night
Far the entie period
1 The same for all particpant categ.
Oifferentiated price accordingto |

Price par night 300,00 oKX

1| & Hide supplementary order

Order list

Search: © | @, seaRcH  Detailed search
Selected:0 | Total on the ist: 61

- =

Payment
mm

Conference Manager - Feature guide

Participants

17



Invoice list

Invoice list
When using the Conference Manager in- = © [
voice module, the invoice list is where you oo T a2
can find a list of all invoices that has been e

10 invaice o, Ordarno Contactptson Payment dasdine
send out. On this list you can get an over- = e e
view of the balance for each invoice, you o = s
can see if the payment deadline has been ZFe — -
exceeded and you can resend invoices or o - -

send out payment reminders.

Attention! From both the order list and the
invoice list the individual orders can be ac-
cessed - if you need to take a closer look to

the details and content of an order.
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Questionaire

With the questionnaires you can easily involve the participants before the event or

send them an evaluation after the event. Access the answers as graphic reports or as

raw data in Excel that you can then process yourself.

Questionnaires

Here you can create and design question-
naires. You write the questions yourself and
choose whether the answer should be in
free text, response options or on a scale. You
can also divide the questions in subjects by
using headers.

Attention! The questionnaires in Confer-
ence Manager is as a standard answered
anonymously. If you as an organizer wish to
know who answered what, you will have to
add a question asking for the respondents
name or e-mail.

Invitations

When the questionnaire has been created
and prepared it is send out via a question-
naire invitation. You create the invitation,

write an email text and insert a link to the
guestionnaire. When sending out the invi-

tation you choose the recipients. You can for

example choose only to send it to partici-
pants who has been arrival registered.

Polls

Interact with your participants during the
event by interactive polls, by continually re-
ceiving questions or carry out quizzes and
competitions. The participants can use the
CM Events app to participate.

Edit questionnaire

Backto ouernviews
PREVIEW
Questionnaire title: Teambuilding - Om arr
Start text:
Tak ford| du tager dig tid vl ot besvare sporgeskemaet
% Fprste del
1 dene el af spergeskemant v der biive stillet 5pg
T % Huilket workshop deltog du 7 *
The participant may oy aslect one response op}
11 Workshop A
Hvor ilfreds var du med nedenstiends emner: *
Table (Text)

5|ajwfals

[:/ Add new question
=4

Froe text
‘The respondent can self fermulate an answer in an empty text field

@ Select between response options
You ions, bet

which

one should be
Table (Smiley or text)

ou 36t up a number of questions to be answered on a scale of 110 5.
o can use smileys ar assign values to the scale yaursel.

S Edit 3 Delete

*| Dot | 150 | Qe

innaire templates

o
have been created et

dispatches

o
o

1B cnterencemanager s

Questinnae Teambuiidiog - Om arrangemertet §
O eronce:

craare w1

5 Send test emat

Response options

Enter answer

Cormect answer @

Enter answer
Correctamsmee ©

Correct answer @

Enter answer

0/60 | ) Delete  §

0/60 | X Delete  §

0/60 | ) Delete

0/60 | M Driete §
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Communication

Communication gives you an overview of which emails and text messages has been

sent out as well as providing you with the opportunity to communicate with

your participants.

Emails

Here you can create email templates that
you wish to send to your participants. In
emails you can eg. link to the participants
registration, information on the website or
pdf files that you have uploaded. You can
also schedule future dispatches.

Text messages

Here you can create text message templates
that you wish to send to your participants.
Note that they will not be able to reply. You
can also schedule future dispatches.

Ie.ambul\dmg Search.

22 8 0900 - 6 4

e

Subject
Templates ~ &@u

Subject

B Irsen porsonsd detalls  (§) insort event information P Insart ink
B J YU S FFFEE Tmes ~ i
@\ == AEX% ¥ B o

Heminger
Sublestses om 2 dare

Scheduled dispatches

Subject gl

x

Create text message

sus  Send text message

# Use Template & Insert personal details o Tnsert link

@First named# #Last named

‘You have 20926 text messages 1ot If you send mare than this number, you will b invalced at the g
‘standard price par text message sent. R seets]

1 you wish to puschase a text message package gick here

sencer @
Textiy Telephone number.

Reference:
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Finance

If you use the Conference Manager invoice module and Conference Manager Pay-
ment Management you will have the menu point Finance in the purple bar. Here you
can quickly get an overview of the turnover and you can of course also get detailed
information regarding the economy in the event.

Accounting
Accounting
For the period 3 July 2017 - 24 Feb 2020
Here you can see the financial statement e
L. . . RESULT® BALANCE
divided into Result and Balance. The finan- — B s —
cial statement contains all the posts from e o e o
the event in Conference Manager. You can - e
choose which period the statement shall M e == T
cover and you can export it to Excel. et - =

T et
Foes CMPHL 15000 VAT am am
Excnange aiference @ ocn on Pasie charges

Account Documents

When Conference Manager Payment
Management is used a payment report is
formed each month. The payment reports
are sent by e-mail to the contact person
stated in connection with the payment
setup, and under this tab you can always
find all payment reports associated with
the event.
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