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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.  

 

1.1 Choosing a package and upgrading your account    

 
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 Ą Service packages. To choose a package click on the price in a Lease options 
table.  
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Check the functionalities included in the chosen package and the license information. To become an 

organizer click . 
 

 
 

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

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

 
 
 
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 
èAdd other...ç. You can add a new organization or try to find it among exsisting organizations. To add 
a new organization fill in the required fields and enter your job description in this organization.  
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 Choose the association method, which can be: 
 

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

  
 

- Confirmation required: the administrative member has to authorize each user who wishes to 
associate with this organization; 
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- Open: every user can associate with your organization without asking you for permission;  

 
 

 

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 . 
 

                                                                  
 
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.   

 



7 

 

                                    
 
 

Afer you click  you create a cart with chosen package. Check the content and click 

. 

 
 

Provide payer information and click . 
 

 Payer can be:  

- person (user) 

- organization (user's associated organization)  

- other person or organization (provide new information) 
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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 

click .  
 

 
 
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 Ą Management.  

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

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

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

and click . 
 

                                                 
 

1.1.1 Organizer staff     

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 Ą 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.  
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To add a new staff member click . 
 

                                      
 
People that are already associated with your organization are listed in the èOrganization membersç 
field. You can simply click on the person and transfer it to your staff members. If you would like to add 

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

              
 

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

                       
 
 

 
 
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/her membership in your Staff Mana gement.  

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

        
 

Click   to see the role of the member. To add him/her a role with specific access rights click on the 
person, choose a role from the list and transfer it to the field èSelected member rolesç.    
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Information about organizer staff members can be found from tab Organizer Ą Staff or from 
Organizer Ą Management.   
 

        
 
 
 
 
 
 
 
 
 
 

 Every member you add to organizer staff has to create his/her own user account to get 
data access.  

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

In the field Web site click . 
 

                                                       
 
 
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 
characters and ě-ě are allowed. Under Title enter the title or the name for your web site. Description 
and Keywords are important for web search engines.  
 

                       
 
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.  
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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 

. 

                                                
 

 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.             

       

1.2 General settings     

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

- Default currency 
- Bcc e-mail address  
- Default export file type 
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1.3 File explorer    

 
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 Ą File explorer, where files in connection with the user can be 
uploaded. In Organizer Ą 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....  
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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  in the upper right corner. 
 

                                      
 

Enter your user information and click . 
 

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

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

.          
 

   
        
 
 

2.1 Adding new event    

 

To add a new event go to Organizer Ą Management and click . 
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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 
public, check èMake event visible for publicç and èMake event visible for managementç. To proceed 

click . 
 

  
 

Under Location enter the location of the event and click . 
 

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

 
 

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

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

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

. 
 

            
 

 
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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2.2  Settings 

 
To view settings go to Event Ą 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     

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

 
 

 

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

languages by clicking . 
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2.2.2 Registrat ion fee settings     

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 . 
 

   
 
 
 

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 . 
 
                   

 
 
 

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 . 
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2.2.5 Accommodation settings     

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

confirm settings click . 
 

 
 
 

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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2.3 Event services 

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

2.3.1 Registration fees     

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

You can set the registration fee to be paid on site only.  To confirm click . 
 
 

                              
 
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 . 


