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etouches

Purposeof this guide

etouches is a success oriented, cknadedplatform 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: rmaykietgistics, 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 wih etouches. It is designed to take you through the basics of setting up an event in the eReg
modulguHajcr2jLcs] how to get standard @nt reports out of etouches and how to add users and edit user profiles.

Copyright © 2016 by etouches

All rights reservedihis documenbr 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,
Norwalk, CT 06854,
United St&es

www.etouches.com
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Theetouches Interface

— History m - Search Events - | enter search criteria Q Activity 0 registrations today -

Events
WEE_M B3 Cloud | ] [# Change columns | Show all statuses ~| | Listview -

Folders add new
aSurvey 108148 eTouches User Conference N/A 03/08/2015 v} Pre-Event i)
& Cloud -
109473  testtemplate NIA 3001172014 0 Pre-Event Cny o

Dashboard
Bookmarks

%

Setings
SupportAPA

c

v

Support
urle' search criteria 201 hes * Privacy Policy
Number | Option Details
1. Menu bar for Events, eMarketing and eSurvey = NavigatiorpptiongiH4]
2 Bookmarks, for quick access to set bookmarks Bookmarks make it easy to access commonly used

) recently viewed pages features.

Settings: Account Settings, Manage Users,
Database/Templates

Your user settings User specific settings

Support portal thaenables users to log tickets and
requests for the system.

Links to create a new event or folder Creates a hew event

Folder hierarchy and events, can be sorted by event «
date as required.

3 Account / company level settings.
4

5. Link to Support portal

6

7

Event Folders

Create a Registration Site / Event

Thesteps below will guide you through creating an eReg (registration site) from the beginning.

1. Navigate to the etouches webshi#ps://www.etouches.com/evensoftware/.

The website will load.

2 etouches Getting Started Guidee@uches 2016
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2. SelecClent Login
3. Enter your username and password and select Login.
The etouches site will load.

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

Events Browser

Search Events~ |er

(%)
o
@
1

Szl Create event

Cross-event reports L4
Venues

All events assigned to your company will be visible.

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

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

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

6. Tocreate a new evdrselectCreate New Event

Events Browser

History Smore - Search
Events
‘ E‘a create new event E3 Cloud >
Venues
= Folders add new

TheCreate New Evedialogwill open.
7. Set the following attributes:
Event Name:

Event Code: An internal Event ce that you use to track your evemtd.internal
Purchase Order number)

Folder: The blder to assign thevent into

etouchesGetting Started Guide &ouches 2016 3
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Create event Q

Eventname*

(S ]

Eventcode

Folder 2 | None v

Submit Q Cancel

8. SelectSubmit

The event will be created.

Cloning an Event
When you Clone an event in eRegill clone all the existing settings of the app. It will not clone-egigtration
datacontained in the previous event.

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

E Events Browser

History Jmore - Search Evenis~ |enter search critena Q Activity | 822 registrations today

IR create new event
Venues

= Folders add new g

eMarketing 159096 Sydney 15/02/2016 1 Pre-Event i 1
El & Cloud =
d:h 161254 Sydney 08/02/2018 o Pre-Event E ] o
eSunvey

=)

[E— | dreg s |smus= ‘ clone ‘ dugt=| #attendees +

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 teg efdule, currently all of the available modules
to be activated will be listed.

1. IntheActivate Modulescreen seleatRego activate the module.

The module will be activated.

eReg Module Settings
When you activate the module you will be prompted i settings for the creation of the registration site.
There are three available settings:

A Use Standard eReg Settings,
A Clone eReg Settings, and
A Use eReg Quick Start.

1. SelectUse Standard eReg settings

4 etouches Getting Started Guidee@uches 2016
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The Module will be activated.

Event #162316 Overview eReg eHome eMobile eSocial eSelect eScheduler eBooth eSeating eBudget eProject eWiki etouches Profes

Activate eReg for

The eReg module has not been activated for Scenario 1: National Bank of NSW Annual Golf Day. To do so, select one of the options below.

¢ Use standard eReg settings
Set up eReg for this event using the default settings.

Venues
= Chy Clone eReg settinas
eMarketing If you have created another event within etouches, you can "clone” the settings from that event and use them as the basis for creating specific settings for this even
] Use eReq quick start
SSuIvey ~ Setup eReg using the quick start. Follow some simple steps that will walk you through the most commonly used settings.
TapCrowd

etouchesGetting Started Guide &ouches 2016 5



N
etouches

Event Name
Event Code

Event Name and Status

Event Location

Event Date and@ime

Links and Contact
Information

Event URL

Event Type

Event Status

Include On Event
Calendar

Maximum
Registration

Registration Close
Date andTime
Registration Closed
Message

EventDescription

Program Manageg
Office Use

Client Contact, Office
Use

Lodging Notes for
internal use only.

Event Location and
Address

Choose the Date and
Time format that you
require

Time Zone
Link to Event Home
Page

Contact Information

You can specify a custom URL or etouches will generate one
you, e.g. https://www.etouches.com/7537
Slect from a drop down list, this is defined by the Account
Settings
Keep this updated

A PreEvent is the initial status during plannitegting.

A Live status should be activated once registration site
ready for live registrations

A Onsite status is activated when using etouchesios
during the event

A Orenter Sold Out or Cancelled status, if appropriate

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

¢tKAa gAff RSISNNVAYS gKSYy (K
appears on your site.

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

This information will be used when the registrant saves the e
dates to their Outlook calendas an .ics file.

Notes set by the event creator.

Notes set by the event creator.

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 rept

All emails will be based on this time zone and registration clo
messages.

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

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

etouches Getting Started Guidee@uches 2016
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Basidetalils

Event#120115 [EEeLIN eHome eMobile eSocial eScheduler eBooth eSeating eBudget eProject eRFP  eWiki

— @ Template event (#120115) Event URL http/iwww etouches com/120115

=] @ Event Info [l Categories 1 Attendee Info E‘ Agenda & Options @ Hotel & Travel @ Fees & Payment © ook &Feel "’ Adv. Settings

Eventemais Registrant rules Promotion / Social

@ Save & Stay ) save & Exit

w Event name and status

n Eventname* ? |Template event

Eventcode 2

EventURL ? https:www etouches.com/ Custom redirects

Event Status” ? | Pre-Event -
2 Include on Event Calendar
Maximum registrations ?
Registration Close Date ? = O

Registration Closed
Message ?

Event Description ?

Program Manager ?
Internal Use Only
Client Contact 2
Internal Use Only
Lodging Notes 2
Internal Use Only

Settings w Event location

Location name ?

. ?
Support Address line

Search Events enter search cntena ’ etouches - Privacy Policy

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 contascommon information related to the events such as dates and time. Specifics of the event
details content is included below:

Items marked with an agte * are compulsory and mube completed before proceeding:

* Note: information entered in Basic Detaifm later be used as merge fields elsewhere, such as in Event Email
correspondence and Registration Headers/Footers.

Setting the Basic Details:
1. IntheBasic Detailtab set the following attributes:
Event Name: This should already be populated
Event UR: Normally you would set this however ignore for training
Event Types>

Event Status: P1ievent

etouchesGetting Started Guide &ouches 2016 7
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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. SelectSave and Stayt the top of the page to save the changes.

3. In theEvent Info> Basic Detailand Event Locatiodrop down set the following attributes:

fess)
Events

@ Event Info B2 Categories 1 Attendee Info El Agenda & Options @ Hotel & Travel @ Fees & Payment @ Look & Feel ’ Adv. Settings

Venues EEEINCEICIEY Event emails  Registrant rules  Promotion / Social

= I save&Stay | EJ Save & Exit

eMarketing

» EvéNt name and status

h[ﬂ] ¥ Event location
eSurvey

TapCrowd Location name

~ Address line 1 7

Location Name:
Address Line 1:
City:
State:
Postcode:
4. SelectSavek Stayat the topof the page to save the changes.

5. In theEvent Info>Basic Detailand Event Date and Tintrop down set the following attributes:

E Event #162316 Overview eHome eMobile eSocial eSelect eScheduler eBooth eSeating eBudget eProject eWiki

@ ISEALICE X Categories ’. Attendee Info E] Agenda & Options @ Hotel & Travel @ Fees & Payment @ Look & Feel ﬁ Adyv. Setting

CEEHGEGTEY Eventemails Registrantrules  Promotion / Social

Events

@ Save & Stay E) Save & Exit

» Evefl name and status

Venues
» Event location
= -
eMarketing | ¥ Event Date & Time |
ESLEY Start Date ? E O
End Date ? :] O
TapCrowd
Date Format 7 | dd/mm/yyyy -
Dashboard ? Display day of the month with letters (eg. 3rd, 5th etc)
Time Format 2 | 12 hour clock (8:00 am) v
Boghmarks
Please note: these are the date and time formats that your registrants will see as they register. To alter the format of dates &
0 when managing your event in the back end, go to settings.

6. Set the following attributes:
Start Date:
End Date

Date Format:

etouches Getting Started Guidee@uches 2016
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Ensure Display
Time Zone: Time Zone of the ev&MT + 10.00
7. SelectSave and Stay

8. In theEvent Info>Basic Details Links & Contact Informatiairop down set the following attributes:

Events

@ Event Info | 8 Categories 1 Attendee Info EI Agenda & Options

@ Hotel & Travel @ Fees & Payment 4 Look & Feel i

WELEE CEHHGECIEE Eventemails Registrant rules  Promotion / Social
= @ Save & Stay E) Save & Exit
eMarketing

» Ev@nt name and status
d:h » Eveljt location

eSurvey

» Even@Date & Time

¥ Links & contact information
TapCrowd
Dasgaard Event home page 2

9. Set the following attributes:
Contact Info:

10. SelectSaveX Stay

The remainder of the Evemfo details will bea@vered at a later stage.

etouchesGetting Started Guide &ouches 2016 9
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Event Emails

Event#120115 [EEeYERLE eHome eMobile eSocial eScheduler eBooth eSeating eBudget eProject eRFP eWiki

® Template event (#120115) Event URL http/www etouches.com/120115
B @ [SLGY X2 Categories 1 Attendee Info E] Agenda & Options @ Hotel & Travel @ Fees & Payment © Look & Feel ’ Adv. Settings
abjaciet Basic detais ([N Reoitrant rues  Promotion / Social
[2]_ & Save & Stay B3 save & Exit
1) ¥ Emails to event registrants
Dashboard
" Email subject Email type edit copy delete
RS Incomplete registration for */eventname/* Incomplete registration = Oh @
Confirmation for */eventname/* Initial confirmation # [b ﬁ
Add emall
w Scheduled email blasts
No scheduled email blasts found
Use this section to schedule your custom emails to be sent at a certain ime to specified registrants. Please note that only "Custom” emails can be
scheduled to go outas an email blast here
You have not currently scheduled any email blasts for this event. In order to schedule an email blast, please click the button labelled "Schedule email blast”
ﬁ below
Settings
b & Schedule email blast
etouches.

¥ Emails to event administrators

Search Events enter sear ntena 2015 et es « Privacy Policy

To prepare direct correspondence with registrants within eReg Settings, click on the Eventainfdctznt
Emails. Here, two default Event Emails are already prepared for sending to registrants:

A The Incompleteegistration for */eventname/* email is sent automatically to registrants who had begun
to register but did not complete their registratiafter 30 minutes of inactivityThis enables registrants to

access the existing information and complete the regjisin process.

A 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 yegistration record at the
below link:

*/registrationrecord/*
Reference Number: */referencenumber/*
Name: */fname/* */lname/*

Please contact us if you have any questions:

10 etouches Getting Started Guidee@uches 2016
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*/contactinfo/*

To create additional emaitse.g. reminder email, hotel confirmati email, failed transaction, registration
cancellation, etc. select the Add Email button, then:

A Email Type choose from standard email options or create a custom email
A From (Email} enter the email address of the persoruywant the email to come from
0 Remember that invitees may reply directly to this email
o {LISF] (2 @2dzNJ ! O02dzy i al ylF3aISNI Fo62dzi 2 KAGSEAAGA
A Subject
A Formatc choose from HTML aritext; HTML; or Text Only
A HTML content Click on the edit icon and credtee content of your email here. You can paste style
AKSSha 2N KaiYf A théiemailinkhss se¢tbreaedNlOS Q O2 RS 2 F
A Your Event banner can also be inserted here to brand the EventEtoailis by clicking on the
upload image icon andploading the image
A 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 emailagtou do
require

Email editor

* General details

Email type 2 | Custom email » || [ Schedule email

Incomplete registration
Initial confirmation

2 | Hotel confirmation
Registration cancellation
Hotel cancellation
Custom email

Custom email name 2
From {email)

From (name) 2

BCC (email) 2

Notes ?

Internal use only

* Email content

Subject ?

Format 2 HTML & Text ‘® HTML Only Text Only
HTML content ?

View Merge Fields Send Test Email

» Recipient settings

B Save & Stay B Save & Exit

Notes:

etouchesGetting Started Guide @ouches 2016 11
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1 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 meslgks ftan be viewed by clicking the View Merge Fields
button when editing the email

T {GAff GAGKAY GKS 9@Syid 9YlFIAfa GrFrox @&2dz YIe &aSsi
addresses. The Administrator will receive alerts of any incomplgitgrations, new registrations,
updated registrations and cdre blind copied into initial confirmation emails.

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

Click Save & Stay, or Save & Exit when finishedingdiis section

Attendee Categories

The eReg Categories tabused to create the registrants journey through the registration processet Tip
attendee categories (e.g. staff, guest speakers, VIPs, sponsored delegates, membezsibens, attendingnot
attendingetc.).

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, spdwtel/travel options, etc.).

To create aw categoriesselect the Add Category button. You will bguieed to set up the following:

12 etouches Getting Started Guidee@uches 2016
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