UNH Cooperative Extension 

eVent Set Up Instructions
(please allow 1 week turnaround time for set up (probably will be less)

●
Provide necessary information (listed on eVent set up form) and a copy of your program brochure to Kim Johnson

●
Once information is received a link will be provided for you to include in your conference brochure.
●
eVent will be set up within a week for you to look over

●
Once approved, by you, your link will be activated

●
The person you designate to receive reports will receive them once per week (usually on Friday) in Excel format from Mary Jo Johnson who manages the eVents. If you need to receive reports more frequently, when you get closer to your event closing, please let Mary Jo know.

●
On your reports there is a column “Pay Status” this column lets you know the status of the payments:

pending other (check is being sent)

pending online (credit card/echeck payment pending (takes 24-48 hours to process)

success online (credit card/echeck payment has successfully gone through

success other (check has been received in our office and deposited)

overdue online (credit card/echeck did not process correctly)

none needed (registrant has entered a coupon code)

exception (discount was manually processed through BSC after registration)

●
All checks will be sent to: UNH Cooperative Extension BSC, name of event/event #, Taylor Hall, 59 College Rd., Durham, NH 03824 and marked paid in the eVent system when received. (This address should be listed on your brochure you mail out as well, as all checks should come directly to the BSC).
●
The BSC will be responsible for collecting payment and calling registrants if credit cards do not go through up until the day of the eVent. All payments not made before that time should be collected at the door and sent to the BSC with the registrants name so they may be marked paid in the system. Any refunds, etc. will be marked as well in the eVent system so we have an accurate accounting of a person payments, refunds, etc.
NEW OPTIONS:

The eVents system recently went through its first major revision.  Here are a few of the upgrades available for you to use, if you choose:
Multiple Payment Option: We now have the option of accepting multiple payments. If you have a workshop and you want a registrant to be able to pay a deposit and go back and pay the balance at a later date, we now have the ability to do that. You would set a portion of the base cost to be paid as a deposit. Users who register for events are given a return URL on the confirmation screen that they may use to return and pay their outstanding balance. Users may bookmark the confirmation screen and are given the option to have the system e-mail them the confirmation information. Event administrators (BSC Staff) can re-send the confirmation information by e-mail as well.

“Cap” responses to individual userinputs: This would be used for those of you who have workshop sessions where you want a “cut off amount”. You will no longer have to manually keep track of how many people register for a certain workshop. Once the maximum quantity is reached, the userinput is automatically disabled so it is no longer visible to registrants.
eVent Set Up Form
The following information is needed in order to set up your event.

Name of workshop:  
Workshop location:

Contact Person (if registrants have questions):
Contact Person E-mail:

Contact Person Phone:

Event start date:






Event start time:
Event end date:






Event end time:

Date you would like registrations to close:


Time to close:

Maximum # of registrations you would like to accept (all others will receive and eVent full message, to call to be placed on a waiting list)

Banner fund/account to deposit $:

Conference Reg. Fee Amount:  Deposit (not required)


Full Fee:
Do you have anyone that will attend the conference at a discounted rate or for free? (a coupon code will be created which you provide to them so they are not charged the full price)

Discounted Rate _________________________

Discounted Rate _________________________

The following is an example of what you might want required for information:

●First name

●Last name

●Address

●City

●State

●Zip


●Phone

●Email address 
●County

Please list other information you may need to ask:

Receipt Message (displayed to user after they submit their registration): You can list directions to a workshop, tell them information is being mailed to them, etc. or use the general “Thank you for your registration message”. If you would like to add special instructions please list:
LOGOS/PICTURES:
On each eVent the UNH logo is automatically placed at the top of the eVent. You have the option to include a small jpg photo at the top as well. If you would like a picture on your eVent please email jpg to kim.johnson@unh.edu
As each eVent is different, if you have specific questions please contact Kim Johnson at 862-1521 or kim.johnson@unh.edu.
