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Purpose of this guide 
etouches is a success oriented, cloud-based platform delivering innovative technology solutions to streamline event 

management and enhance ROI. From our powerful registration to our venue sourcing tool, etouches event management 

software is designed to deliver every aspect of the event cycle: marketing, logistics, budget, mobile, networking, and 

more to enhance productivity and augment user and attendee experiences. 

The purpose of this guide is to introduce you to the etouches software as a services (SaaS) platform and show you how 

to get started with etouches. It is designed to take you through the basics of setting up an event in the eReg 

module[JH1][CF2][LC3], how to get standard event reports out of etouches and how to add users and edit user profiles. 

 

Copyright © 2016 by etouches 

All rights reserved. This document or any portion thereof may not be reproduced or used in any manner 

whatsoever without the express written permission of the publisher except for the use of brief quotations in a 

book review. 

13 Marshall St # 1,  
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The etouches Interface 

 

Number Option Details 

1. Menu bar for Events, eMarketing and eSurvey Navigation options[JH4]. 

2. 
Bookmarks, for quick access to set bookmarks or 
recently viewed pages 

Bookmarks make it easy to access commonly used 
features.  

3. 
Settings: Account Settings, Manage Users, 
Database/Templates 

Account / company level settings. 

4. Your user settings User specific settings. 

5. Link to Support portal 
Support portal that enables users to log tickets and 
requests for the system. 

6. Links to create a new event or folder Creates a new event. 

7. Event Folders 
Folder hierarchy and events, can be sorted by event or 
date as required.  

 

Create a Registration Site / Event 
The steps below will guide you through creating an eReg (registration site) from the beginning. 

1. Navigate to the etouches website https://www.etouches.com/event-software/. 

The website will load. 

https://www.etouches.com/event-software/
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2. Select Client Login.  

3. Enter your username and password and select Login.  

The etouches site will load.  

4. To view all etouches events select Events > View all Events.  

 

All events assigned to your company will be visible.   

Note: As your user settings may have restricted visibility not all folders may be visible.   

5. Ensure you have a user folder created by selecting Folder > Add New (If required).   

If you already have a user folder created simply select your user folder to create the event into.  

6. To create a new event select Create New Event.  

 

The Create New Event dialog will open. 

7. Set the following attributes: 

Event Name:   

Event Code:  An internal Event code that you use to track your event (e.g. internal 

Purchase Order number) 

Folder:   The folder to assign the event into 
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8. Select Submit.  

The event will be created. 

Cloning an Event 
When you Clone an event in eReg it will clone all the existing settings of the app. It will not clone any registration 

data contained in the previous event.   

1. On the event dashboard select Clone next to the current event.  

 

Activating Modules 
The eReg module refers to the site for the settings, management and capture of registrants for an event.   

Once the event has been created you will need to activate the eReg module, currently all of the available modules 

to be activated will be listed. 

1. In the Activate Modules screen select eReg to activate the module.  

The module will be activated.  

eReg Module Settings 
When you activate the module you will be prompted with the settings for the creation of the registration site.  

There are three available settings: 

Á Use Standard eReg Settings,  

Á Clone eReg Settings, and  

Á Use eReg Quick Start. 

1. Select Use Standard eReg settings.  
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The Module will be activated.  
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Name Details Notes 

Event Name and Status 

Event Name  

Event Code  

Event URL 
You can specify a custom URL or etouches will generate one for 
you, e.g. https://www.etouches.com/7537. 

Event Type  
Select from a drop down list, this is defined by the Account 
Settings. 

Event Status  

Keep this updated  
Á Pre-Event is the initial status during planning/testing. 

Á Live status should be activated once registration site is 

ready for live registrations. 

Á On-site status is activated when using etouches on-site 

during the event. 

Á Or enter Sold Out or Cancelled status, if appropriate. 

Include On Event 
Calendar  

 

Maximum 
Registration 

If a number is entered here, the event will automatically close to 
new registrations once that number of registrants has been 
reached. 

Registration Close 
Date and Time 

¢Ƙƛǎ ǿƛƭƭ ŘŜǘŜǊƳƛƴŜ ǿƘŜƴ ǘƘŜ ΨwŜƎƛǎǘǊŀǘƛƻƴ /ƭƻǎŜŘ aŜǎǎŀƎŜΩ 
appears on your site. 

Registration Closed 
Message 

This appears to registrants on the Welcome Page of your 
Registration site once registration is closed. 

Event Description 
This information will be used when the registrant saves the event 
dates to their Outlook calendar as an .ics file. 

Program Manager ς 
Office Use 

Notes set by the event creator. 

Client Contact ς Office 
Use 

Notes set by the event creator. 

Lodging Notes ς for 
internal use only. 

Notes set by the event creator. 
Enter notes here to keep Users managing the event lodging 
informed.  These notes will appear at the top of the hotel report. 

Event Location 
Event Location and 
Address 

 

Event Date and Time 

Choose the Date and 
Time format that you 
require 

 

Time Zone 
All emails will be based on this time zone and registration close 
messages. 

Links and Contact 
Information 

Link to Event Home 
Page  

(If one is being used here) ς  once this is entered, you will be able 
to select where it is used on your registration site. 

Contact Information 
For the Event team or person who can help attendees with any 
questions about their registration. This information will pre 
populate when using the merge code */contact information/* . 



 

 

etouches Getting Started Guide ©etouches 2016  7 

Basic Details 

 

The Standard event information page will enable you to set the standard attributes of the event that can later be 

turned into Merge fields.  

The event details contain common information related to the events such as dates and time.  Specifics of the event 

details content is included below: 

Items marked with an asterix * are compulsory and must be completed before proceeding: 

* Note: information entered in Basic Details can later be used as merge fields elsewhere, such as in Event Email 

correspondence and Registration Headers/Footers.   

Setting the Basic Details: 

1. In the Basic Details tab set the following attributes: 

Event Name: This should already be populated  

Event URL: Normally you would set this however ignore for training 

Event Type: <> 

Event Status: Pre-Event 
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Registration Close Date:   

Registration Close Message: This event is now closed for registrations. 

Event Types are specified by the Company Administrations. 

2. Select Save and Stay at the top of the page to save the changes.  

3. In the Event Info > Basic Details and Event Location drop down set the following attributes: 

 

Location Name:   

Address Line 1:   

City:     

State:   

Postcode:  

4. Select Save & Stay at the top of the page to save the changes.  

5. In the Event Info > Basic Details and Event Date and Time drop down set the following attributes: 

 

6. Set the following attributes: 

Start Date:   

End Date:  

Date Format:   
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Ensure Display: 

Time Zone: Time Zone of the event; GMT + 10.00 

7. Select Save and Stay. 

8. In the Event Info > Basic Details > Links & Contact Information drop down set the following attributes: 

 

9. Set the following attributes: 

Contact Info:   

10. Select Save & Stay.  

The remainder of the Event Info details will be covered at a later stage. 
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Event Emails 

 

To prepare direct correspondence with registrants within eReg Settings, click on the Event Info tab and Event 

Emails. Here, two default Event Emails are already prepared for sending to registrants:   

Á The Incomplete registration for */eventname/* email is sent automatically to registrants who had begun 

to register but did not complete their registration after 30 minutes of inactivity.  This enables registrants to 

access the existing information and complete the registration process. 

Á The Confirmation for */eventname/* email is sent automatically to registrants upon completion of their 

registration. This includes the following basic information: 

 

Dear */fname/* 

Thank you for registering for */eventname/*, please find your registration record at the 

below link: 

*/registrationrecord/* 

Reference Number: */referencenumber/* 

Name: */fname/* */lname/* 

Please contact us if you have any questions: 



 

 

etouches Getting Started Guide ©etouches 2016  11 

*/contactinfo/* 

To create additional emails ς e.g. reminder email, hotel confirmation email, failed transaction, registration 

cancellation, etc. select the Add Email button, then: 

Á Email Type - choose from standard email options or create a custom email 

Á From (Email) ς enter the email address of the person you want the email to come from 

o Remember that invitees may reply directly to this email  

o {ǇŜŀƪ ǘƻ ȅƻǳǊ !ŎŎƻǳƴǘ aŀƴŀƎŜǊ ŀōƻǳǘ ²ƘƛǘŜƭƛǎǘƛƴƎ ŜǘƻǳŎƘŜǎ ƛŦ ȅƻǳ ƘŀǾŜƴΩǘ ŘƻƴŜ ǎƻ ŀƭǊŜŀŘȅ 

Á Subject 

Á Format ς choose from HTML and Text; HTML; or Text Only 

Á HTML content ς Click on the edit icon and create the content of your email here. You can paste style 

ǎƘŜŜǘǎ ƻǊ ƘǘƳƭ ƛƴǘƻ ǘƘŜ ΨǎƻǳǊŎŜΩ ŎƻŘŜ ƻŦ the email in this section also 

Á Your Event banner can also be inserted here to brand the Event Email ς do this by clicking on the           

upload image icon and uploading the image 

Á To edit existing Event Emails, click on the edit icon next to the email you wish to modify.  There is also a 

copy/clone icon if you want to copy an existing email, and a delete icon for deleting any emails you do not 

require 

 

Notes:  
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¶ HTML coded merge fields in the format */ ____/* may be used within the Event Emails and for 

headers/footers/side bars in the registration pages. This code extracts information entered within eReg, 

such as in the Basic Info section.  A full list of merge fields can be viewed by clicking the View Merge Fields 

button when editing the email.  

¶ {ǘƛƭƭ ǿƛǘƘƛƴ ǘƘŜ 9ǾŜƴǘ 9Ƴŀƛƭǎ ǘŀōΣ ȅƻǳ Ƴŀȅ ǎŜǘ ǳǇ ŜƳŀƛƭ ƴƻǘƛŦƛŎŀǘƛƻƴǎ ǘƻ ŜǾŜƴǘ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ŜƳŀƛƭ 

addresses. The Administrator will receive alerts of any incomplete registrations, new registrations, 

updated registrations and can be blind copied into initial confirmation emails.   

o Additional Administrator emails can be added by clicking the Add Administrator button 

 

Click Save & Stay, or Save & Exit when finished updating this section 

Attendee Categories 

 

The eReg Categories tab is used to create the registrants journey through the registration process.  To set up 

attendee categories (e.g. staff, guest speakers, VIPs, sponsored delegates, members/non-members, attending, not 

attending etc.).  

Using different categories will allow you to create a different registration experience for each category you create 

(e.g. different payment rates, invited to partial or whole event, specific hotel/travel options, etc.). 

To create new categories, select the Add Category button. You will be required to set up the following: 






































































































































