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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 . 
 

                   
 

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

 
 
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 . 
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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.   

 

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

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

                                              

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

                 
 

 For security reasons it is recommended to change your password regularly. To change 

your password go to Profile Ą 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. 
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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.  
 

 
 

To associate your account with a company or organization click . You can 
search for an existing company using VAT ID no. or you can add a new one.  
 

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

                          
 

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

 

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

enter your role in this company and click . 
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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; 
 

  
 
 

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

  
 
 

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

 
 

To choose a selected method click . 
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You can later view your associated organizations by clicking Profile Ą My organizations.   
 

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

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

         
 
 
 
 
 

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.   
 

 
 

To view event details click .  
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3.2 Registration procedure 

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

 button. 

 

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

 

                        
 
 

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.  
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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.   
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3.2.1 Registration fees 

 

Select the registration fee and click .  

 

 
 

3.2.2 Transfers 

To select a transfer click , enter the required information and click . 
 

 
 
 

If you wish to add another transfer click , to proceed click . 
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3.2.3 Other services 

 

To select an other service click .  
 
 

  
 

Choose other service/s and fill in the required information. To confirm click . 
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Services that are supposed to be paid on site are marked with . To add another service click 

, to proceed click  . 
 

  
 
 
 
 

3.2.4 Accommodations 

 

To make a room reservation click . 
                         

 
 
 

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

prices. Select a service and click . 
 

  
 

 Field  shows the number of still available rooms. In case all the rooms are 
fully booked, the reservation is not possible.   
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Enter the arrival and departure date and click . 
 
 

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

To proceed click . 

   
 

 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.   

A cart with eventual cancellation costs opens. To proceed click . 
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Fill the information about the payer (in case of late cancellation or no-show) and click . 
 

  
 

Select the method of payment and click . 
 

 
 

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

                                       
 
 
 
 
 
 
 
 
 
 
 
 
   

 
 
 
 

Your reservation will be confirmed 
after the organizer gets the required 
information.  
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After you select your preferred services a Registration summary page appears.  
 
Registration status 

 
 
Participant 

 
 
Ordered / reserved services 
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3.3 Registration confirmation 

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 

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

 
 
 

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

registration click . 
 

To view all your payments (carts) go to Cart Ą 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 Ą 

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

. 
 

 


