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EVENT CALENDAR

From this calendar you can find upcoming eventsragdter for events. The calendar is
composed of three sections:

« Event Search
 Event List
+ Event Detall

select Category: |C.15.F§L FERKINS j
Start Month: Apil = Range: 1 Months x

i 4f18/2006 Reqistel _f‘prin.g 2006 3R (Reading, Reviewing, Reporting)
LT e ng

Event Search:
This section defines what events are displayedhenctalendar. Events can be found

using the following options: Category, Starting Mlgrand Range.

The Category dropdown lists all event categorigse the Starting Month and Range to
display events that occur during that time spantfier selected category. The results
update when the Category, Start Month or Rangbasged.

Event List:

This section displays all events that match thecbeariteria. The events are broken
down by month and year, then by date of event withe month and year. Each event
displays the date(s) of the event and the evdat tif an event requires registration and
there are still seats available, a Register butisplays next to the event title. Clicking
the Register button opens the event registratiaanai



Event Detail

This section displays detailed information for eagient. Next to each event listed in the
event list is a small + icon. Clicking the + icoapens the event detail section and
changes the + icon to -. This section displaydaiewing event information:

* Event Status

* Registration Time

o Start Time

 End Time

* Price

* Registration Deadline
» Location(s) — with link to yahoo map
» Contact Information

« Comments

» Description

* URL Link

Clicking the — icon closes the event detail seciind changes the — icon to +.



Event Registration Wizard
Select Location

This form only appears if the event supports midtipcations. Each event location is
listed in alphabetical order on the form. The tamaname, address, room, and a link to
a yahoo map is available for each location. Selextesired location and click the Next

> putton to continue to the next form.

REGISTRATION - SELECT LOCATION

¢  Blue Earth Area High School
Blue Earth MN, 56013
Room: Auditorium

= Lake Crystal Wellcome Memorial
Lake Crystal MN, S6055
Room: To be detarmined

Directions: Location Map

Directions: Location Map

If a location is full and the event waitlist is h&d on, a message is displayed with the full

location.
registering attendees.

If the waitlist is turned off, the fulbcation does not get displayed for new

"REGISTRATION - SELECT LOCATION

¢ Put me on waitlist for this location,
Blue Earth Area High School

Blue Earth MN, 56013
Room: Auditorium
= Lake Crystal Wellcome Memaorial
Lake Crystal MN, 56055
Room: To be determined

Directions: Location Map

Directions: Location Map

Contact and Billing Information

This form tracks the following information:
» Contact Information
* Event Fees
* Billing Information

Contact Information:

This section defines the following general inforroat Registration Type, First Name,
Last Name, District/Agency, School/Building, Joll&; Telephone, Fax, Email, Address,

City, State, and Zip Code.



“ = required field
Your name will appear just as it is entered on name badges and certificates.
¢ Individual:

¢ Group: Num of Attendees: I

[Include centact persen below in numberif zpplicable.)
You must reserve a space for each person in your group!

Registration Type:

| First Name:

[ Last Name:
Region State Wide 'l
[ District/ Agency: Select a District/Agency j

If Other, please spacify I

School/Building: ISeIect a School/Building j

If Other, please spacify I

[ Job Title: ISeIect a Title j

If Other, please spacify I

[ Telephone: I
Fax: I

[ Email({x@y.z): I

[ Confirm Email: I

| Address: I

F City:

| State: m

[ Zip: —

The registration type is only available for evedésined for group registration or user’'s
choice. If registering a group, enter in the totaimber of attendees in the group. Make
sure to include the contact in the group if they @so planning on attending the event.

This section has 11 required pieces of information:
* Registration Type (if event is setup for user’sichp
» First Name
* Last Name
» District/Agency

e Job Title
» Telephone
e Email
e Address
+ City
e State
e Zip
Event Fees:

This section displays if the event has an attenelé®e or optional fees. At the top of this
section is the event fee. Below the event feelistaf optional fees. Each optional fee
has a field for entering a quantity. The fee amicamd description are also listed with
each fee. Enter the quantity requested for eattbrag fee before continuing.

Ewent Fee: £5.00
Dptional Fee(s): Qty: Desc:
] [$3.00] lunch




Billing Information:

This section displays if the event has an attenglé®e or optional fees. At the top of this
section is a checkbox titled “Same as Above”. @merthis box populates the address
fields with the contact’s address from the contadbrmation section. Below this

checkbox are fields for billing address, city, staip code, and payment method.
Billing Information

Same as abowve: r

Address: I

City:

State: MN =

Zip: I

Payment Method: ' 1 will send a check [must be paid within 5 working days prior to event)
" Bill me [includes & £5 billing charge for billing/handling.}
' Credit Card/EFT/E-Check - PaySchoal

There are three payment methods:
» Send Check
» Bill Me
» Credit card / EFT / E-Check

Send Check
If you opt to send the payment by check, the mgididdress will be given to you on the
confirmation form.

Bill Me

If you opt to receive an invoice for the costs loé tevent, the bill will be sent to the
address in the billing information section. Thigiop only appears if the hosting location
allows it.

Credit Card / EFT / E-Check
If you opt to make an electronic payment, you Wwélsent to a pay site on the

confirmation form. This option only appears if thesting location allows electronic
payment.



Attendee

This form only appears when registering a groupe thss form to enter all attendee
information. This information is used for name ges, roster sheets, and for sending
event notifications to attendees. Each attendeealeeld for first name, last name, title,
district/school, and email.

First Name: Last Name: District/School: Grade:
QLEETY | | | Other =] [Mankato Area Catho |NONE x|
Email: | [Parent (if other title, please specify)
[ Delete 7 | [Select aTitle x| [Mankato Area Catho [NONE x|
Email: | | (if other title, please specify)
| Delete 7 | |SelectaTite x| [Mankato Area Catho |NONE =]
Email: | | (if other title, please specify)

Fill in all attendee information and click the Nexbutton to continue.
Session

This form only appears when the event has mulpksions. This section is composed of
two parts:

* Selected Sessions
* Available Sessions

Selected Sessions:

This section lists the sessions that have beertsdle Each selected session displays a
button to remove the session from the list, thesisastime, and title. Clicking the
Remove button removes the session from the Sel&gsdions list and returns it to the
Available Sessions list.

m_l 01:00 PM to 01:50 PM | Session 1
IAEHIGEE ) 03:05 PM to 04:00 PM | Session 2




Available Sessions:

This section lists the sessions that are avail@bégy still have room available and are not
in your selected list). Each session displaystittes room, date, time, and description.
Next to each session is either a Select buttosdtacting the session or a Time Conflict
notification.

Time  Title: Session 3
Canflict
ROOMm: 100

Session Date: 3/21/2006
Session Time: 01:00 PM to 01:50 PM

Description:
i .-:'-_“:!"-'! | Title: Session 4
Ravo ez 632

Session Date: 3/21/2006
Session Time: 02:00 PM to 03,00 PM

Description:

If an available session’s time conflicts with a estéd session, a Time Conflict
notification is displayed and the session is mak&dnavailable for selection.

Fill in all attendee information and click the Nexbutton to continue.

Confirmation

This form displays all registration information fitre contact to verify before completing
the registration. This section is composed of foants:

» Contact Information
* Event Information
e Session Information
» Billing Information

Contact Information:
This section lists the contact’s first name, laathe, number of attendees, district/agency,
school/building, job title, telephone, fax, emaididress, city, state, and zip code.

Contact Information
First Mame: Joe
Last Mame: Srnith
Attendees: 2

District/Agency: Agency
Schoolfbuilding:

Job Title: Technology
Telephone: (507)355-4509

IFa:

Email: joe.smithiagency .com
Address: PO Box 93746

C52: Mankabo MW, S6321




Event Information:

This section lists the event title, registratiomdi start time, end time, event contact
information, location information, description, caflation policy, ADA policy, weather

policy, and disclaimer.

Event Information
Title: Event 1
R!agistration 7:30 AM
Time:
Start Time: 8:00 AM
End Time: 9:00 AM
Contact: Matt Mikkalson

Telephone: (507)388-4748
Fax: (507)385-4049
Location: Elue Earth Area High School Location Map
Blue Earth, MN 56013
Description:
Car!cellation Cancellation requires 3 working days prior notification.
Policy:
If wou need any type of accommeodation to participate in this event, please contact South
Central Service Cooperative at (507) 389-1425 at least 48 hours prior to the sesszion.
Weather Policy: Inclement Weather? Listen to KTOE 1420 AM, KDOG 96.7 FM, or WCCO 830 AM for news of
late starts and cancellations.

IADA Policy:

Disclaimer: South Central Service Cooperative reserves the right for all final decisions for assignment
of participants enrclled in student outreach events.

Session Information:
This section lists all selected session titlesgsld@imes, and descriptions.

itle: Session 1
Date: 3/21/2006
me:01:00 FH to 01:50 PM
Descitest
ithe: Seszion 4
Date: 3,/21,/2006
ime:02:00 PM to 03:00 PM

tle: Session 2
Date: 3,/21/2006
mel3:05 P to 04:00 PM

Billing Information:

This section lists the attendance fee and optiteed and a mailing address for sending

payment.

Price: 0Qty: Total: Send Check to:
SCEC

Some Strest

lunch $3.00 3 §9.00 N. Mankato MN, 56003

Total: £14.00

Attendance Fee $5.00 1 §5.00

Click the Complete Registration button to comptbie event registration.

Click on payment button if you chose to pay eleaitally to continue to a pay site.
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