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2. NEW USER

Please note! Only registered users can work with ClickOnEvent.com.
First you have to create a user account and define your user name and password.

Go to www.clickonevent.com and click in the upper right corner. Na vstopni strani

www.clickonevent.com v zgornjem desnem kotu kliknite Lo .

English (United States)

. .
To create a new user account click . If you already have your user account log in by
entering your user name and password.

Member log in

_ Please provide your credentials in order to log in.
© User name 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 assodate 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?".

Log in ,"—h

In the field My account define your user name, password and enter a valid e-mail address. A
verification code, which you will have to enter at your first log in in order to activate your account, will
be sent to this e-mail address.

To proceed you have to read and accept the agreement and click .

€ User name

|mateja |*

€ Password & Confirm password

|III-|II-|I |* |lll-lllll- |*

|Mateja |* | | |User |*

€ E-mail address € Confirm e-mail address A '-.:'E|'iﬁcaﬁ0|1 ED_E.IE was sajt o your e-
- - mail address with the rest of the

|matEJa@evenLcom |* |matEJa@event_com |* instructions.

1 accept the agreement  View agreement

Enter the code shown above
LEEE] |

€ First name © Middle name ¥ Last name
|




¢ User was successfuly created!

A wverification code was sent to your e-mail address with the rest of
the instructions.

In case of successful registration, you will receive an e-mail with your user information (user name and
password) and a verification code, which you will have to enter at your first log in.

To proceed click Close.

]
& User name and password are the key elements for use of application.

We recommend you to remember the user information or save them in a safe location. You will
need them at every log in. You will be able to manage and change your data, register to all
events published on ClickOnEvent.com, make payments, manage your registrations etc.

Log in

At your first log in enter your user name and password and click Enter the verification

code, you received by e-mail and click Log in For all further log ins you will only need your user
name and password.

W User name
kemprle

% Password

ﬁ Lﬂg in | Register

| Forgot password? |

If you loged in successfully your name is displayed in the right upper corner.

r‘ — e
English {United States) A . . y L_

1
A For security reasons it is recommended to change your password regularly. To change
Change password |

your password go to Profile A My account and click

2.1 Profile

To reach your profile click Profile. Here you can view all the information in connection with your user
account. You can change your personal information, you can associate your account with a
company, you can see all your registrations to different events here, you can upload pictures
or files, you can grand permissions to other users to view or edit your information, you can
upgrade your account to an organizer account.



In the tab My account you can view all the information in connection with your user account. You can
add or change the details. You can associate your user account with a company or organization, you
can change your password, or grant access permission to other persons.

Account

User name: kemprle (# 244)
Registered date:  7/2/2008 2:15:00 AM

¥ E-mail address
|;':Ie=.-'test@nmegaic.si *

If you wish to associate 3 new organization with your account or manage the existing ones you can do so by dicking »Associated organizations«.
We recommend you change your password regulary. To change you password dick »Change passwords«,

| Next | | Finish | | Change password | | Associate organization | | Permissions |

. . N . Associate organization
To associate your account with a company or organization click | ——

search for an existing company using VAT ID no. or you can add a new one.

. 'You can

]
& To search for an existing company you will have to provide the company's VAT ID no.
(Value Added Tax Identification Number)

Search organizations

¥4 VAT ID number:
[s1 |se [11111119]

_+F||'||;| | | Back |

To search for your organization enter the required information.

In case your company doesn't exist yet, add a new one by clicking Add new organization

Associated organizations
‘four account is not associated with any organization.

To associate your account with an organization you can create a new organization by dicking "Add new erganization” or you can try searching from existing organiztions by dicking
Associate to an existing organization.

Add new izati | | Associate to an existing organization | ‘ Personal information

Submit
Fill in the required information and click . To connect your account with this company

Create new organization

enter your role in this company and click



Your role in this organization

© Your job description
| secretan | *

\

# Create new organization Search again | | Back |

You created a new organization, so you have to define the association method for other users (in case
they will associate with your organization):

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

Association method

& Lse this method: (&) Passward 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.

 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 .




You can later view your associated organizations by clicking Profile A My organizations.

& You can register to events as a person or with your associated organization.

By clicking Profile A Overview, you can view the status of all your registrations (past and active) in
connection with your user account.

Moje registracije

) 5t. reg. Dogodek Status Potrijeno Zatetek dogodka
B, Y =2 Poletjedanes @ 17.10,2008
E, |/ =54 Zdruenje obrtnikov Slovenije (=] 28.12.2007
@\ vl =5  Sejem zimske opreme - Novinarska konferenca 'CJ 27.12.2008
®\ (-L-,:’ =15 Vrtnarski jesenski kongres k:) 10.8.2007
G, ) =103 Otvoritev 48. tega jazz festivala ljubljana - 31.3.2008 23.1.2008
@\ v =67 Pegasus galaxy research results Congress '@' 14,5, 2008
C, @ #39 Zasedanje EU - Skodljivi plini v vejih mestih (=] 12,3, 2008
®\ . #52 (Cebelarstvo na gorenjskem O 1.2.2008
G, @ =55 Zobna protetika = 31.12.2007
@\ . =14 Kongres clanov kluba slovenskih jadralcev 2007 '@' 25.10,2007
@\ . #19 Mednarodno zdruzenje mirovnih sil 'CJ 2.8.2007
C, @ =10 Event3 [

3. REGISTERING TO EVENT

3.1 Searching for event

Searching for events is possible using different search methods, e.g. by event title, by time period, by
category, by country etc.

Event title
Time period © Event to search for © Code
= I
¥ Cou ntry of event
- Any -- hd |
Cexclude past event
Event Location
L A" DEMO DOGODEK / SAMPLE EVENT ra

To view event details click



3.2 Registration procedure

Find the event you wish to register to. Click = to view the event's details. To register click the

Reg button.

& The registration to event depends on the period for registrations. You can not register to
event if registrations are not possible yet.

Event detail

DEMO DOGODEK [ SAMPLE EVENT
512009 - 5/5/2009

Reqistrations available:  8/25/2008 - 5/1/2009 —

E-mail address:  wveronika.smid @omegaic. si
Phome number:  +336 55 040404
Fax number:  +386 59 04 0404

Sample event - Try to register!

This event is published as a demo presentation of ClickOnEvent.(
sample registration procedure, which can be individually custom

To start with registration you first need to open your user account, whic
ClickOnEvent.com. To open your account click Register button below a

You are very welcome to provide any feedback you have regarding Cli

For more information please contact us using the above contact details.

Event type:  International event
Eventlocation:  Meeting room
kramjska Cests 4
4240 Radovljica
SLOVENIA

Event organizer:  Podjetje d.o.o.

_* Register || Visit web page || Back |

o Log in
To log in click and enter your user name and password.

In case you are not a registered user yet, you first need to open your user account. Click Register
button and follow the directions in the chapter 1.1 New user account.



You are here: Event = Registration = Subject

International Conference Dogodki d.o.o.

B HEBEHEOID

== 1  Participant

Event participant

Membership required.
Only registered members can register to events, Flease log in with your existing account or register to create a new account.

Blogin

SECURED BY

&) Gootrust

OF-How-02 11:33 GMWT

© User name
| mateja |

€ Password

Log in Clase

extsten |

Check or fill in your user information and click

& Registration procedure can be different then shown below. It depends on the services
offered for each event.

International Conference Dogodki d.o.o.

A EHEHNEIEID

« 1 Participant

Event participant S

Participant: Iztok Kemprle (devtest@omegaic.si) e

Organization: | Electronics (Ljubljana, SLOVENIA) v | Add other...

If you are not this person please log out and log back in with your user name and password.




3.2.1 Registration fees

Select the registration fee and click '.

Registration fee selection
Title Drescription Effective date  Expiry date Price
& Early registration fee E;‘i;‘:ﬁ F ,'E';'i‘g”des invitation to gala 2 o008 771572008 200,00 EUR
© Remarks:
3.2.2 Transfers
To select a transfer click , enter the required information and click

€ Event transfer:

|Tmn5ﬂ=,-rr &irport Lubliana - Koper v | *
Price: 80,00 EUR
Payment can only be made on site.

€ Humber of pPEFsons:
*

€ Date: @ Time:

[3/1/2008 iy *

€ Flight or train number:
|3p 252 |

© Remark:

If you wish to add another transfer click , to proceed click '.




Event transfers

Title Relation No. of Time of Flight/Train no. Price
rsOns transfer

To order a transfer dick the "Select transfer” button and provide the required information.

3.2.3 Other services

To select an other service click _ .

Other services on event

Mo records to display.
To select other services dick the "Select oth rvice” button and provide the required information.

Choose other service/s and fill in the required information. To confirm click -

Available other services

Title Time Price

Service details

 Number of PEFSONS:

*

© Remarks:
A
“

10



Services that are supposed to be paid on site are marked with %'. To add another service click

| Selectotherservice | | ik | Nextstep |

Title Time No. of irsnrts Price

To select other services dick the "select other service” button and provide the required infarmation.

3.2.4 Accommodations

To make a room reservation click _ .

Event accommodations

To make a room reservation dick "Create room

Bservation” and follow the wizard steps.

Choose the preferred accommodation provider and click to see the available services with
Next

prices. Select a service and click

Accommodation booking wizard

Available services
Awvailable X . §
accommodation Room type Service Price per rmmg:r No. of available

providers LIRS

Available services
Reservation details

[ previous | | text | | cancel |

MNo. of available

[ nonip)i-d
& Field hi shows the number of still available rooms. In case all the rooms are
fully booked, the reservation is not possible.

11



. . Finish
Enter the arrival and departure date and click

Accommodation booking wizard

Reservation details

Available
sotusdyi service:  Hotel Pod milim nebomygingle room, Bed&breakfast
providers
Available services Rooms are be booked from 8/1/2008 to 8/5/2008. If you wish to make an accommodation
Reservation detail reservation outside these dates, please contact the organizer.

) Date from: © Date to:

[5/1/2008 31 * [s/5/2008 |31 *

© Remarks:

In case the organizer requests a guarantee for your booking, a cancellation policy appears.

CheckOut

To proceed click

Booking guarantee

The cancellation policy requires a booking gquarantee. A new payment will be created but no money will be charged at this time. You can
cancel the reservation until the date provided below without any costs, If you cancel after this date you will be charged using the payment
details you provide. You can not confirm your event registration until the accommodation booking is confirmed.

‘Your accommodation booking will be accepted after the guarantee is received and confirmed.
Cancellation deadline date:  7/20/2008

Late cancellation costs: 1 days of stay

90 EUR

You can cancel your booking free of charge until July 20, 2008, After this date 1 night will be charged.

———p Crciout | | concel |

& Your reservation will be confirmed after the guarantee is received and confirmed. If you

cancel the reservation after the date provided for free cancellation or in case of no-show,
cancellation costs will be charged.

. . , CheckOut
A cart with eventual cancellation costs opens. To proceed click

12



Content

Name Quantity  Unit Price without Value without VAT 00 Value with VAT Currency
VAT VAT
Summary
Value without VAT: 22.95EUR
VAT: 7.05 EUR
Value with VAT: 90.00 EUR

Y

Fill the information about the payer (in case of late cancellation or no-show) and click

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 "I am the payer.”

; o 4 You can as well select one of the subjects you already entered as the payer, Once
|E|ec1mn|cs (Ljubljzna, SLOVENIA) b’ 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
payer. Existing information will not be changed.

Payer is a:

Appropriatelly select the type of the payer. Reguired information for the person

Orperson: ® Company differs from the information reguired for the company.

Company information

(7] Company title

|Electr|:|ni|:s *
© VAT number

[77777777 | [7] subject to taxation

Hext

Select the method of payment and click

Method

Submit

Print out the document and send it by fax to the organizer. To proceed click

13



Form:

Send to this number: | @l +386 1 5555 444 3

| Previous | | Submit <mm—

Flease open and print the above form. Fill it out and send it to the fax number provided below,

Fax payment method

Booking guarantee <«ee—

After submiting you will see the details of your reservation. In case you reserved a room with multiple

beds, click Edit and enter your roommate/s. To proceed click .

Event accommodations

Room booking

Hotel Pod milim nebom ####

single room, Bed&breakfast

Reservation by:  Iztok Kemprle
Reservation approved: 6
Reservation date:  8/1/2008 - 8/5/2008
Mo, of nights: 4
Price per room per day: 90,00 EUR

Payment can only be made on site.

o <

7/20/2008

Booking guarantee confirmed;

You can cancel booking free of
charge until;

Previous step | | Summary | | lmrtstep«_

Your reservation will be confirmed
after the organizer gets the required
information.

14



After you select your preferred services a Registration summary page appears.

Registration status

Registration number: # 196
Registration procedure completed:  7/9/2008 11:04:57 AM
Registration status: '@' Registration in process
Payment status: G Payment not defined
| Confirm registration | | Cancel registration
Participant
Participant
Edit
Registered to: Iztok Kemprle (devtest@omegaic.si)
Secretary
Organization: Electronics (SI177777777)
Celoviks 1
1000 Ljubljana
SLOVEMIA
Ordered / reserved services
Event fee
Edit
Title: Early registration fee
Price: 200,00 EUR
Selected additional services
Edit
Title Ho. of persons Diate and time Price
- 8/4/2008
Gala dinner 1 8:00:00 PM &0 EUR
Accommodation reservation
Edit
Hotel Pod milim nebom ****
single room, Bed&breakfast
Reservation by:  Iztok Kemprle
Reservation date:  8/1/2008 - 8/5/2008
Mo of nights: 4
Price per room per day:  90.00 EUR
Fayment can only be made on site,
Selected tansfers
Edit
Title Relation Mo.of Time of Flight/Train no. Price
persons transfer
) - g/1/2008
Transfer Airport Ljubfana - Koper 1 8:00:00 PM 1p 252 %BD ELR




1 Chocout | [t |

3.3 Registration confirmation

. . . : Confirm registration .
Check the registration details and click . If you wish to make some

changes click Edit for each type of service separately. If you wish to cancel your registration click

After registration confirmation services are transferred into a cart. Services, that are suppose to be
Checkout

paid on site, are not included (marked with %'). To confirm click

Content

Hame Quantity  Unit Price without Value without VAT 0o Value with VAT Currency
VAT VAT

Summary
Value without VAT: 221.37ELR
YAT: 33.03EUR
Value with VAT: 260.00 EUR

3.4 Payment of services

You can make payment of services as a person, as your associated organization or you can enter
information about a new payer. In case you select you or your associated organization as the payer,
the information will be filled in automatically.

4. MANAGING EVENT REGISTRATION

Your user account gives you the right to manage or re-view your registrations to events.

4.1 Registration records

To view your registration records go to Profile A Overview.

16



it. reg. Dogodek Status Potrjeno Zafetek dogodla

bg: ¥ =326 Poletje danes @ % T S
""{h vy =54 ZdruZenje obrtnikov Slovenije k=4 28.12.2007
@ ¢ =55 Sejem zimske opreme - Novinarska konferenca = 27,12,2008
Lg] v =15 Vrtnarski jesenski kongres - 10.8.2007
'\—g Y/~ #87 Pegasus galaxy research results Congress ! 13.5.2008

'/ £102 Otvoritev 48. tega jazz festivala ljubljana @ 3132008 23.1.2008
G, @ 239 Zasedanje EU - Zkodljivi plini v ve&jih mestih @ 12.3.2008
'ug . 252 Cebelarstvo na gorenjskem G 1.2,2008

You can see the meaning of the mark by clicking it. To reach the summary of your selected

registration click Y

To view all your payments (carts) go to Cart A My orders. By clicking & you can open your
selected cart and view its content. = shows the payment status.

4.2 Managing services

The possibility of managing services depends on the type of event. You can manage services from the
registration summary page. You have to be loged in with your user information. Go to Profile A

Overview, in the field My registrations click % in front of the selected registration. To make a
change click Edit by the service you wish to reach.

17



Event fee

Title:  Early registration fee
Price:  200.00 EUR

Selected additional services

\

Edit

Title Mo, of persons  Date and time Price
. g/4/2008
Gala dinner 1 8:00:00 PM &0 EUR

Accommodation reservation

\

Edit

Hotel Pod milim nebom ****
single room, Bed&breakfast

Reservation by:  Iztok Kemprle

Reservation date:  8/1/2008 - 8/5/2008
Mo of nights: 4

Price per room per day:  '90.00 EUR
Payment can only be made on site,

\

Edit

Selected tansfers
Title Relation No.of Time of Flight/Train no. Price
PEFSOns transfer
) i g/1/2008
Transfer Airport Ljublianz - Koper 1 8:00:00 PM Jp 252 %SD EUR

If you make a change to your registration you need to re-confirm it by clicking

Confirm registration
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