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& Please note! Only one person with the same user account should be loged
in at the same time. If not, unpredictable errors may occur!

1. BECOMING AN ORGANIZER

To publish an event you need to uprade your user account to an organizer account.

1.1Choosing a package and upgrading your account

LI AL

You can choose between 4 packages, which include different modules and functionalities. You can
lease a package for 1, 4 or 12 months. You can try each package in a trial mode, however, you can
not publish it until it is not activated.

Click Service A Service packages. To choose a package click on the price in a Lease options

table.
Service package: Lite package Standard package Professional package Ultimate package
Modules:
Accommodation x x X v
Event v v v v
Fee x v v v
Messaging "4 'd v v
CtherService x x v v
Payment x v v v
Portal x x v v
Reg v v v’ v’
Registration Procedure v v v v
Reparting v 'd v v
Staff x v v v
Subject v v v v
Transfer x x X v
Custom web sites:
Organizer private web site x x v v
Event private web site x x x v
File transfer:
Disk space ! 50 ME 200 ME 500 ME
Restrictions:
Max participants per event 100 750 Unlimited Unlimited
Max organizer staff members 1 10 100 Unlimited
Max concurrent events 1 20 50 200
Lease options:
1 menth Mot available. | o5.00EUR+VAT | | 140.00 EUR+VAT | | 190.00 EUR +VAT
4months 0.00 EUR | | 3s5.00EUR+vAT | | 538.00EUR+VAT | | 730.00 EUR +VAT
12 manths Not available. | 1,049.00 FUR+VAT | | 1546.00EUR+VAT | | 2,098.00 FUR valP®|




Check the functionalities included in the chosen package and the license information. To become an

. . Upgrade account
organlzerchckI -

Become an organizer!
If you wish to publish events you need to upgrade your user account to organizer account. Simply dick the »Upgrade account= button. Once your account is upgraded
you can confirm the selection of this licence and can start publishing events right away.

Upgrade account

In case you haven't created your user account yet, click and follow the directions in the
MANUALS FOR USERS i chapter 2. New user.

. . . . Log in
In case you already created your user account, log in with your user details and click .

Member log in

¥ User name
katjakastelic

on the "Register” button,

@ Password

%‘ Register

Define the account you wish to upgrade to the organizer account. You can choose to upgrade your
personal account, or your associated organization.

In case you don't have your associated organization, you can also add a new one here by clicking
eAdd other.¢. You can add a new organization or try t
a new organization fill in the required fields and enter your job description in this organization.



General

© Title
| Dogodki d.o.o. *
Long title is the same as title

fl"Long title
| Dogodki d.o.o.

Taxation information

# ID number
[s1 [»|[249444944 *

Subject to taxation

Organization address

& Address
| Celovika cesta 123 *

# Postal code 9 City
[1o00 |* [uublana | =

t_l" Country
[ sLovENIA ki

Contact

€ E-mail address

| devtest@omegaic.si *®

&# Phone number &4 Fax number

[ +386 1 4444 555 | [ +386 1 5555 444
Language

& preferred language
| English - United States | *

Choose the association method, which can be:

Password protected: other users need to enter a password if they wish to associate with your
organization;
Association method

€ Use this method: (&) password protected

O Confirmation required
O Open
Users need to provide the organization's public password in order to assodate with it. You can specify the public password below.

9 public password:

© Confirm password:

- Confirmation required: the administrative member has to authorize each user who wishes to
associate with this organization;



Association method

& Use this method: (O Password protected

® Confirmation required

O Open

administrative member has to auhtorize each user who wishes to assodate with this oroani

- Open: every user can associate with your organization without asking you for permission;
Association method

¥ Use this method: (O Passwaord protected

(O confirmation reguired

'@' Open

Users are allowed to associate with your organization without confirmation.

To choose a selected method click . To return to the upgrade form click twice and

choose to upgrade your associated organization.

Choose the default currency, accept the agreement and click .

Account to upgrade:
O Ipgrade my personal account
® |Ipgrade my associated organization

| Dogodki d.o.o. (Lublizna, SLOVENIA) w | Add other,

K4 Currency to use
ELR »

I accept the areement  View agreement

| SUbMt < —
After submiting you return to the page with the chosen package. If you wish to pay the package

immediately click _ in case you wish to try the package in a trial mode click .

& You will be able to publish your event after you complete the payment. Until than you will

be able to add all services, but the event won't be published and participants won't be able to
register to the event.



Licence: 12 months

Effective date:  &/27/2008
Expiry date:  6/27/200%
Price per period: 2,098.00 EUR +VAT

———¥ oy vow | [payinter | [

) Pay now ) A
Afer you click you create a cart with chosen package. Check the content and click

Checkout

Cart
Content
Name Quantity  Unit Price without Value without  yaT 0g Value with VAT Currency
VAT VAT
B Ultimate package (12 months) i PCE 2,098.00 2,093.00 20.00 2,517.60 EUR.
Summary
Value without VAT: 2,0598.00 ELUR
WVAT: 419.60 EUR
Value with VAT: 2,517.60 EUR
_$ Checkout | Cancel

Provide payer information and click .

'
& Payer can be:

- person (user)
- organization (user's associated organization)

- other person or organization (provide new information)



Payer information

Provided information will be used on the bill.

Existing information

Select "Provide new information...” to enter a new payer,

If you are the payer select "Tam the payer.”

|D0g0dkj d.o.0. (Ljubljana, SLOVENIA) ~||*  vYou can as well select one of the subjects you already entered as the payer. Once you select a person or & company the
information will be copied to the forms bellow. You may change this information if you wish. The chages will only be used for the
pavyer. Existing information will not be changed.

Payer is a:

Appropriatelly select the type of the payer. Required information for the person differs from the information required for the

O Person: @ Company COMPany.

Company information

¥ Com pany title
|D0g0dkjd.o.o. *

© VAT number
[42942424 | [7] subject to taxation

© Address
Celovika Cesta 123 *

4 Postal code [7] City
I I

I

Choose the payment method and click .

& You can choose between the next payment methods:

-bank transfer

-PayPal

For more information about payment methods please read the chapter 2.4 Payment methods.

After you finish the payment procedure you can start using the application in a trial mode. To begin

Continue to control panel |

click

Service package activation

] Waiting payment.

Your payment procedure has been completed, but the money has not yet been received. In order to activate the selected service package, the money needs to be
received,

If you think the payment should have been already received, please conntact support.

| Continue to control panel |

<

After payment reception you will receive an e-mail with payment confirmation and you will be able to
activate the package.

& The control panel can also be reached by clicking tab Organizer A Management.

Activate selected service
package

To activate your package click



Licence information

Ultimate package

Expiry date: Days left:

6/27,/2009 364

/¢ Running in trial!

(O You are running in trial
mode. Some of the
functionalities are
disabled.

Activate selected service

package

You can always check the information about your package and license expiry date on the organizer
control panel under Licence information.

Licence information

Ultimate package
Expiry date: Days left:
6/27/2009 364

Service package list

If you are loged in as an organizer the following tabs are available for you

Home Service Community Organizer Event Profile Cart

If you are not loged in as an organizer click tab Profile A Overview. Select your associated organizer

and click .

Associated oroganizers

\ Organizer

E* Dogodkid.o.0.

N

_* Log in | | Control panel |

1.1.1 Organizer staff 3Py

You can add additional organizer staff with different rights to data access. These can be hostesses,
drivers, event managers, receptionists etc.
& The number of allowed organizer staff depends on the chosen package.

Organizer staff can be added by clicking Organizer A Staff. The user who upgraded his/her account
to the organizer account automatically gets the organizer role.

The number of allowed staff members is shown under the names.



To add a new staff member click .

Organizer staff members

Member

= Kastelic Katja

Role

Qrganizer

Members in use: 1/ Unlimi te < m—

People that are already associated with your organizatonar e | i sted i n the €eOrganiza
field. You can simply click on the person and transfer it to your staff members. If you would like to add

send invitation |

another person, who is not on the list, you can send him/her an invitation by clicking |

Organizer staff management
People assodated with your organization are listed in the "Organization members” field. You can directly selecte

staff member is not associated with your orgnization, you can send him an inviation. You can manage roles for y
and than move roles from "Available roles” to "Member roles.

Organizer staff

QOrganization members: Staff members:
Kastelic Katja

@ &

1/ Unlimited

ﬂfmnﬂiw‘ﬂ:ﬂﬁnn | | Back |

Enter the name and the e-mail address of the invitation recipient and click .

Send invitation

An invitation e-mail will be sent to the addrs

¥ Invitation recipient
Maia |

¢ E-mail address
|de=.-'test@omegaic.si| |

_Wl Back

Staff invitations
Display name E-mail address Approved Viewed Last change
% Maja devtesti@omegaic. si x 6272008 10:23:00 AM

The invited person, who receives the invitation by e-mail, can accept or reject the invitation. The
organizer gets a message about acceptance or rejection of the invitation.
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Dogodek d.o.o.,

Maja Lisac has accepted your invitation to become your staff member. You need
to set up the roles for his’lher membership in your Staff Mana gement.

In case the person confirms the invitation her/his name is automatically added to the organizer staff
members.

Organizer staff management

Organizer staff members

Member

£ Kastelic Katja

_*H Lisac Maja

Members in use: 2 / Unlimited

Click & to see the role of the member. To add him/her a role with specific access rights click on the

person, choose arole fromthe listandtrans f er it to the field éSelected me
Organizer staff
Organization members: staff members:
Kastelic Kai’a
&
S
2/ Unlimited

Send invitation | = Back |

Staff roles

Available roles Selected member roles

Assistant
Driver

Ewvent Manager
Hostess
Qrganizer &

Receplionist
; . Force roles sync
b e 20T A ION Manager . ¥

Tehnician
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Information about organizer staff members can be found from tab Organizer A Staff or from

Organizer A Management.

Organizer staff members

Member

=] Kastelic Katja

Role

QOrganizer

Q Lisac Maja

Role

Registration Manager

Members in use: 2 f Unlimited

]
& Every member you add to organizer staff has to create his/her own user account to get

data access.

Membership

Members inuse: 2/ Unlimited

By clicking 4 by the staff member name, you can define his/her contact details.

The contact details entered to the staff member can be later used as contact details of an event.

Organizer staff members

Member

# [ Kastelic Katja

‘,/ lh.i| Lisac Maja

These can be done when adding a new event in Event A Definition A Edit A Contact information, by
selecting this staff member from a drop down menu.

Contact

(rganizer staff member:

¥ Display name

Kastelic Katja

|I<aste|iu: Katia

¥# E-mail address

|katja@e1-'ent.com

| *

%4 Phone number
| +386 4 2563 654 |

%4 Fax number
| +386 48965 252] |

=9 Submit || Delete || Back |
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1.1.2 Creating an organizer website

As an organizer you can create your own website, where only your events will be published. You can
choose between several templates, skins and containers.

To start creating your own website click Organizer A Management.
| Create web site |

In the field Web site click

Web site

The web site is not defined.
_* Create web site

Follow the wizard steps and fill in the basic information, add a logo and choose a template.

In Basic web site information enter the preferred address for your web site. Only alphanumeric
charact e& saraendalél owed. U nlaoethe ndanmetfol your web site. Destriptien t i t
and Keywords are important for web search engines.

Basic web site information

Basic web site
information -
= % Portal alias
Portal logo image |DDngki |
Portal template B
Portal ski © Title
o s |Du:ugu:u:|ki d.o.o. |

Portal container

(7] Description

Confirmation

7] Keywords

Next Cancel

In Portal logo image you can add a logo, that will be visible on the web site. You can upload a new
file or select an existing one.

13



Portal logo image

Basic web site
_ fion # Select file to upload
Portal logo image B
% File location
Portal template | — - | | Create

Portal skin

¥ Choose upload mode
® Upload new file C select an existing file

Portal container

Confirmation

¥ Browse
|'g'gOICFSEIl'u_lsers'g\;eronika'-f-«’ly Documents\My F‘il[ Browse. . ]

Previous | HNext | Cancel

In Portal template choose the available template.
In Portal skin and Portal Container choose the preferred colours.
In Confirmation tab you will see the address of your new web site. To create a web site click

Finish

Your web site will be available at:

http:/ /test.clickonevent.com/Dogodki

& Creation of the new web site can take a few minutes. Please wait for the procedure to
complete. You will be automatically redirected to your new web site, when it is ready.

1.2General settings L s/Plyl

General settings can be found in Organizer tab A Settings. Here you can set some default settings:

- Default currency
- Bcc e-mail address
- Default export file type

14



Organizer settings

Money configuration

7] Currency to use

Other settings

4 Bce e-mail address

€ Default export file type

| Select file type... hd
1.3File explorer 3Py
File explorer enables you to save files to the application.Total file space depends on the chosen
package:
- Lite:/

- Standard: 50MB
- Professional: 200MB
- Ultimate: 500MB

Files can be uploaded for both, normal users (e.g. participants) and organizers.

File explorer can be found in Profile A File explorer, where files in connection with the user can be
uploaded. In Organizer A File explorer you can upload files in connection with the organizer and
event. In both cases you can create several folders, where you can upload new files like logos,
documents, hotel pictures, announcements....

File explorer

¥ Location
|Selectfo|u:|er... v|* | Create new | | Rename | | Delete

Mo files in this folder.

Max file size: 2.000 MB
lUsed space: 36.000 KB
Space avalable: 431,802 MB
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2.  EVENT PUBLISHING

The key for successful event publishing is to upgrade your user account to an organizer account (see
chapter 1. Becoming an organizer).

Log in with your user details. Click m in the upper right corner.

Endlish (United States) (v

Enter your user information and click .

Member log in

D
c
w
m
)
Fl
o
3
o

katjakastelic

Please provide your credentials in order to log in.
If you are not a registered member please dick on the "Register” button,

If you already created an account on one of the ClickOnEvent.com web sites you can associate your existing account with this web site, Just enter

€ Password your credentials, dick "Log in" and follow the instructions.
If you forgot your password please dick "Forgot password?”.

In case of successful log in your name is displayed in the upper right corner.

u| Lngm‘:t‘tn Katja Kastelic

To log in as an organizer click on your name, choose the organizer you wish to log in with and click

Associated organizers

Organizer

& Dogodkid.o.o.

™ Login | | Control panel |

2.1Adding new event L sPly

To add a new event go to Organizer A Management and click E" =

Active events

Title

16



An event wizard will guide you through the steps. In case you wish to publish an international event,

you can publish it in multiple languages. Under General enter the event title, start and end date, event

type, currency and the period in which the registrations will be enabled. To make event accessible to

publ i c, Makereeentkisibée for publicc  a &Make event visible for managementc . To proceed

click .

Event wizard
General
Location @ Title © Code
Contact information |Internah0nal conference | *
Categories 6 Event starts on t_) Event ends on
Fy— 3/1/2008 B = 8/5/2008 51
Description & Event type
International event v | *
eMcept registrations from @Mcept registrations to Participants will be able to register to this event only beetwen
7/1/2008 @ 7/31/2003 E the provided dates, If these dates are not provided participants
i i can not register.
© Curren This currency will be used for all payable services on this event.
‘fou will not be able to change the currency later,
By checking »Make event visible for publice this event wil be
Make event visible for public publicl‘_r' acce_ssible. Registrations will not be possible until the
. event is published.
Make event visible for management By unchecking »Make event visible for managements this event
will not be listed in administrative lists and selections.
—— x|

Under Location enter the location of the event and click .

Event wizard
Location
@ Location
|Hc-te| Oaza |

© nires
frapo E
| |

Contact information

) Postal code © City

5000 |* |koper |*

(7] Country

[sLovena 4 v|*
Previous Next Cancel

Under Contact information enter the contact details for your event. The contact person can be
selected from a drop down menu from the organizer staff members, or a new one can be defined. To

proceed click .
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Event wizard

Location

Categories

Language
Description

Contact information

Contact information

¥ Select contact pErson

| Provide contact information. ..

€ Display name

|f~'1.aja Lisac

© E-mail address

|devtest@nmegaic.si

€ Phone number

[+386 4 1234 564

€ Fax number

[+386 4 1111 111

)

Previous

HNext

These contact details will be shown to the participant on event overview.

Contact person:

E-mail address:
Phone number:
Fax number:

Maja Lisac

devtest@omegaic. si

B +38641234564 3
+336 4 1111 111

Next
In Categories choose the appropriate categoryl/ies for your event. To proceed click .

Categories

Available

Agriculture

Hezlth care
Maturzle science
Politics

Social science

Computer science

s

=<

i EE

Assigned

Education

P

:

Next

Cance

Under Language choose the languages in which your event will be published. The participants will be
able to see all the information about the event in these chosen languages. .

& Please note! Text, such as service names and descriptions, needs to be translated in each

language you choose here.

18



The chosen preferred language will be the primary language of your event.To proceed click -

Language
|Jsers can use the assigned languages to view the information about this event or to register, Event management is alsa available only using one of
these languages. Flese note that you will have to provide translations for each language for custom values you enter like service names, service

descriptions etc.

Available

Assigned

Macedonian (FYROM)

English - United States
Slovenian - Sloveniz

€ Preferred language
| Select your language. ..

Hext

Previous

Under Description enter the text that will be displayed on the event title page. To proceed click

Description
(O Basic Text Box (&) Rich Text Editor
i [E] Souwee 1) ] _a’if?ld',l :ﬁlﬂmﬁ]
B I U e |x x| EE[E=E==]e -y
0 = 5 PI_-: ] Shyle ~ | Farmat -]
L[ Font | Al - | Size ~f A - R -8 @)
Internaticnal canference |
y4
Previous Finish Cancel

In case you defined more languages to publish your event, you have to translate the descriptions in

these languages as well. Click on each tab and choose the language by clicking = . Add the
required descriptions. To save the information click .
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Language

Translated

B+ English - United States

v’

ﬂ:" Slowenian - Slovenia

X

2.2 Settings

To view settings go to Event A Settings.

Module Settings enables you to set restrictions affecting the whole event or each service separately.

& We recommend you to carefuly define settings before publishment and do not change

them later!

2.2.1 Event settings

S.PY

Event settings are valid for the whole event and all event services. If you wish you can set a different

date for each service.

Event settings

7] Registration modifications allowed until
3]

Participants can have multiple carts within one registration

Allow use of bonus
Allow refunds

© Refund policy

Cancellations should be =sent in
written.

|_:| Add Bre email address to each registration confirmation
o

Participants will not be able to change their registration from this date on.
This date is overriden by the date entered for individual services.

By enabling this option participants are allowed to select additional event
related payable services after they confirmed their registration and
completed the payment.

By enzbaling borus, participants can use the refund money collected upan
service removal to pay for other services, If refund is enabled participants
can remove services they already selected and payed. These settings only
apply to registration procedure,

Registration confirmation emails sent to particdpants upon registration
confirmation will also be sent to this email address as bec,

To proceed click . Depending on language settings fill in the data in other available

q:) .

languages by clicking

20



2.2.2 Registrat ion fee settings L0

In Fee settings you can set a date for registration fee modifications. Participants will not be able to
change their fee selection from this date on. This date overrides the date entered for event. To confirm

click .

Fee settings

¥# Registration modifications allowed until Part

2.2.3 Other service settings

In Other service settings you can set a date for other services modifications. Participants will not be
able to change their other service selection from this date on. This date overrides the date entered for

event. To confirm click .

Other service settings

% Registration modifications allowed until
31l

2.2.4 Transfer settings @

In Transfer settings you can set a date for transfer modifications. Participants will not be able to
change their transfer selection from this date on. This date overrides the date entered for event. To

confirm click .

Transfer settings

¥# Registration modifications allowed until
31]
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2.2.5 Accommodation settings

L

In Accommodation settings you can set a method for booking and define cancellation policy. To

confirm settings click .

Accommodation settings

¥ Registration modifications allowed until

&

Participants cannot make a room reservation outside the booked

dates

O Accommodation reservation is charged by the organizer

) Accommodation costs are paid at the hotel

(%) Enable room booking guarantes
€ Accommodation cancelation dedline

7/20/2008 |30 *

€ Late cancellation costs calculation
(® Automatic charge EI day{s) of stay
() Manually set costs for each service

¥ Accommodation is booked when
O Booking guarantee is confirmed

@' User completes reservation procedure

¥ Cancellation policy

¥ou can cancel your booking free

of charge until July 20, 2008.
After this date 1 night will ke
charged.

Participants will not be able to change their accommodation selection from
this date on. This date overrides the date entered for event,

When this option is selected participants will not be able to make a room
reservation outside the booked dates. If not selected they will be able to
reserve a room outside booked dates, but they will not be able to confirm
registration until the arganizer confirms their room reservation.

When this option is selected accommodation reservation payments will be
made to organizer not to accommodation provider.,

By enabling this option cancellation policy for accommocation reservations will
be applyed.

You need to provide the dedline date after which the parcticipant will be
charged for canceling the reservation,

You can define how the cancellation costs must be calculated. By selecting
"Automatic charge” costs wil be calculated using the accommodation
reservation price for as many days as you spedify. If you select "Manually
set costs for each service”™ you wil need to provide the cancellation
costs for each accommodation. You can do this by modifying the lease
definition.

If you select »Accommaodation is booked when booking guarantee
is confirmed=, accommodation will be free until the guarantee is confirmed.
Flease note that some other participant can book a room while the first one
iz waiting for confirmation.

Language Translated
& English - United States v’
E’ Slovenian - Slovania x

2.2.6 Required field definition

You can define which personal information you will require from event participants during their
registration. You can set information to be only visible, but not also required or both, visible and

required.

E-mail address, First name and Last name are always required fields.
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Required field definition

Field title ] visible [ Required

E-mail address (Atways visible and
reguired])

Title L]

First name (ahwvays visible and
reguired])

4
O

Middle name

Last name (Ahways visible and
reguired])

Suffix
Gender
Birth date

Birth place

[ T I

Mational ID number

Phone number 1

O &

Phone number 2

[=]

Fax number

Mabile number

Address

Address 2

Postal code

Oo00onoa

City

OO0o0Oo0oo0ooooOoooao

=

Country

2.3Event services

To add event services go to Event A Definition.
Here you can add services, like registration fees, transfers, other services and accommodations.

2.3.1 Registration fees S.PJyY

To add a registration fee, go to the field Fees and click .

Fees

There are no fees for current event!
To define fee please dick add new fee button,
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Enter the name of the fee and description. You can set effective and expiry date for each registration
fee.

Enter the price of the registration fee. Define VAT % and check how the price should be shown to the
participants.

. . . . . . Submit
You can set the registration fee to be paid on site only. To confirm click .
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If needed, repeat the procedure and enter translations.

Specify view order number to display on lists. If the fee should be visible on line check

To confirm click
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