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About eventuosity®

Eventuosity is a cloud-based, software-as-a-service (SaaS) application for event
planning and management. It is the first event technology application to address the
needs of event managers to ensure successful execution of event strategy.

Despite strong growth in the event technology sector, few solutions have attempted
to look beyond attendee-facing capabilities such as registration/ticketing,
promotion, and social engagement to address the needs of event professionals who
are responsible for logistics, project management, staffing, budgeting, and the other
functions necessary to keep programs on track and successfully accomplishing their
objectives.

As a result, event managers often use between 5 and 7 different products to run
their programs. Most common among them are e-mail, spreadsheets and calendar
applications such as Microsoft Outlook.
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Figure 1: Eventuosity is the first application to bridge the event technology gap

Eventuosity utilizes many elements of project management, scheduling and
communication software but is unique in that it has been built specifically for an
events workflow. Eventuosity eliminates manual processes and disconnected tools
to:

* shorten planning time

* optimize resource utilization

* reduce costs

e provide 360° event views for better control and insight.
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Furthermore, Eventuosity has been developed with the understanding that event
planning may start in an office but much management activity takes place
elsewhere. So Eventuosity is cloud-based and optimized for mobile usage.
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Figure 2: Eventuosity is cloud-based so event professionals can work from their office, on the road or
at their event venue

With Eventuosity, event managers can focus less on administrative work and more
on the strategic aspects of their events such as lead generation and attendee
experience that drive higher event ROI.

Login and Access

All Eventuosity users, regardless of their role in an event, are required to log in with
an email address and password. Logging into the system provides the user with
access to their profile and to all event data for which their privileges have been
granted.
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eventuosity

plan anything. plan for everything

Justin.panzer@eventuosity.com

...........

Subscribe Now!

Figure 3: Users are required to log in using their email address and a password

General Navigation, Home Screen and Task Bar

When a user logs in, they are taken to their Eventuosity Home Screen. The Home
Screen is the entry point into all other areas of the application and can always be
accessed from the Home button on the Task Bar. The Task Bar is always available
on the left side of the user’s browser or mobile app window.
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Figure 4: The Home Screen is the main entry point into Eventuosity
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Figure 5: Home Screen and Task Bar navigation are available on the Eventuosity mobile apps

Users can choose to view each event and all associated data or a single event
element (People, Budget, Tasks, Resources, etc.) for one or all events.
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ﬂ Create New Event

Q Events
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Big Industry Show for 2019 Annual Meeting Demo New Name of the Show We're
Attending

bl 2 e . | : N
Institute of Food Technologists Test Event - Community Outreach American Industrial Hygiene
(IFT) Program Conference & Expo
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Figure 6: View an entire event or all events by module
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Throughout Eventuosity, several icons can be seen that indicate functionality that is
not event-specific. Availability of those icons/functions is role-dependent.
Functions available in various Eventuosity locations are:

Send a Mail or Chat message (more detail in Inbox)

View

Edit

ol

Duplicate (for Tasks or Resources)

,_
gl

Delete

Save As Template

me

View associated Binder folder

Export to calendar application

Send a Reminder

Mark Complete

Reset to Incomplete

QK& [

Notification Control

Throughout the Eventuosity Product Guide, references will be made to
notifications that are sent to Attendees. Notifications are sent to inform event
participants of assignments and status updates. Each section of an event from
which notifications are triggered has an associated Notification Control. The
Notification Control panel provides administrators with the option to continue
sending notifications or to selectively turn them off (1). Timing for notifications
that are kept on may then be specified by selecting one of three options.

* Send on Assignment (2)- The default setting for all notifications. When
selected, this option triggers notifications to be sent immediately when an
assignment is made by an administrative user.

* Send After (3) - Allows an administrator to set a fixed time delay after an
assignment for notifications to be sent.

* Send Manually (4) - Holds all notifications while changes and updates
are being made. An administrative user triggers a single notification with
the latest data for any event element by clicking the Send button.

Ek = eventuosity



¥ Notification Settings

Send Natification @
Notification Type @
Event Assigned ) Send After Send Manually

Event Update v Send on Assignment Send Manually
Location Added v Send on Assignment Send After :
Send

Figure 7: Notification Control Panel example

Notification receipts are indicated in the Eventuosity web and mobile applications
by badges which specify the number of notifications received by a user. Indicators
in the web application are shown in the Notification Center on the top menu bar.

X Y

Justin Panzer

Registration Table Open
- Shift 1 CAP
Annual Conference - DEMO

Justin Panzer
CAP Annual
Conference - DEMO

g ' Justin Panzer
- ICW -NeoGenomics

Figure 8: Notification Center in the Eventuosity web app indicates number of received notifications,
mail messages, and chats. Clicking any notification in the dropdown opens the associated item.

A\ .
56 = eventuosity



an

Notifications

Justin Panzer assigned you a
Subevent - Tradeshow Exhibitor
Move-in (hand carry items only)
as a part of Event - SXSW 2017
test

Justin Panzer assigned you an
Event - SXSW 2017 test

Justin Panzer changed certain
details of Event - Ford Client Test
Event

Justin Panzer changed certain
details of Event - Techtextil North
America Test

Justin Panzer assigned you a
Resource - 10' x 20" Booth as a
part of Event - Techtextil North
America Test

Figure 9: Assignment, Mail and Chat notifications are indicated in the Eventuosity mobile app
Notification Center

Master Event Calendar and Snapshot View

All events created in Eventuosity are shown in the Master Calendar which can be
accessed from the Home Screen or Task Bar. Each Master Calendar entry is color-
coded based on the event category assigned by the event manager. This allows
users to quickly determine what program types are scheduled in a given time
period.

Event Calendar
October 2015 molh | weet  day

B9 Calendar 1

122 120
+FTP 2015 HFTP 2015

2% 77 2% 2 3 3

3 n 1
TP S TP W15 1P 215

Figure 10: The Eventuosity Master Calendar shows all scheduled events by category
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Clicking on any of the events in the Master Calendar, or clicking the View icon from
the Create and Manage Events screen, opens the event Snapshot View. Snapshot
View provides event organizers with a quick status update on their program which
includes number of participants in each role, upcoming tasks, budget status and
more.

Event Name Demo Event - Fall Conference and Expo

People

Project Dates Event Dates
Attendees: 10

03/10/2016 10/12/2016 9:00 AM Admins: 1
11/26/2016 10/15/2016 5:00 PM
GMT -08:00 Tasks:

Complete; 69
Where Incompiete: 4

9 Post-show emall #1 (placeholder) 09/20/2016
h activity approval form to association

Map Satellite

Concord Stockton Bool
' | 09/21/2016
San Frihcisco B 8 Confirm hostess requirements  09/21/2016

o D »  Budget:

vity approval form to association

Total: $10,260.00
s - 4 Actual: $5,604.00
< Sanélose + Delta: §4,656.00 55%

Google Map data ©2016 Google | Terms of Use
. Schedule:
Moscone Center - Booth 123
DEADLINE DATE: Advanced freight receiving ends.
10/02/2016
San Francisco International Airport Exhibitor Move-in (Start): 10/12/2016
Exhibitor Move-in (Day 2): 10/13/2016
Exhibitor Move-in (Day 3): 10/14/2016
VIP Customer Meeting at Booth: 10/15/2016

Team Hotel

Custom Fields

Staff Uniform: Logo shirt and khakis
Booth Number: 123
Hashtag: #event

Figure 11: Snapshot View provides a quick status update for an event

Create and Manage Events
The Create and Manage Events module of Eventuosity gives the user access to all
existing projects and allows creation of a new event project.

There are four ways to create new events.

1. Create a new event from scratch. The user builds all of the details of their
event with no information pre-populated.

2. Create a new event from a previous event. The user can create a new event
from any program they have done in the past. This is extremely useful for
recurring events such as annual meetings or for common event types that
follow a recurring workflow. Any event that a user creates from scratch can
be used later to create a new event.

3. Create a new event from a template. Eventuosity provides several templates
that give the user pre-defined tasks, sub-events, budget items, resources, and
binder folders that experienced event planners suggest be used as the
foundation for trade shows, sales meetings, group travel and more. Users
can also create their own templates for later use.

7\ :
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4. Add events in bulk by importing from spreadsheets. This functionality is
available to assist event managers in moving quickly from spreadsheets to
Eventuosity by eliminating any need to re-enter data that may already exist
in another location.

All events are 100% customizable no matter how they were created.

ﬂ Create New Event

New Event Create from Create from
Previous Event Template

Figure 12: Create new events from scratch, from a previous event, or from an Eventuosity event
template

Working With Templates

Eventuosity includes several templates to simplify new event creation. Both
experienced and novice event planners will find templates to provide useful
planning guidelines and to reduce data entry. Eventuosity’s built-in template
library incorporates project, task, and sub-event dates that are all based on the
event start dates. Date dependencies can be re-used when creating an event from
a template. Simply enter a start date for your new event, choose the option to use
date dependencies, and click Create Event.

Add Event Details

New Event Name : i
New Event From Template - Demo

Select Event Start Date :

Use the same date dependencies from the template:

Create Event

Figure 13: Create an event from a template with project, task and sub-event dates based on event
start date

N\ .
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User-created templates are also available in Eventuosity. To create your own
templates, build an event using any of the three event creation methods, click the
Save As Template icon, and Save the template.

Technical Sales Training  North /
Launcr

Save As Template

Figure 14: Save any event as a template for later use

ser Templates

Our Big Industry Trade Show - Annual Chooss

Quarterly Committee Meeting Chooss

Figure 15: User-created templates are available in the Eventuosity template library

To rename a saved template, simply click on the template title to open up the name
editor. Click the green check box icon to save the new name.

User Templates
Justin's Generic Trade She § m Choose

Quarterly Committee Meeting Choose

Rename This ehaose

SW Southeastern Division National Sales

Meeting - 2016 Choose

Figure 16: Template names may be edited in the User Templates list
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Bulk Import of Events

Many event organizers begin using Eventuosity after having managed events in
spreadsheets for some time. Though spreadsheets are not very efficient for event
management, they often hold quite a bit of event data that is needed when
migrating to Eventuosity. For that reason, we offer users a tool to quickly import
spreadsheet-based data into Eventuosity to create multiple events at once.

Importing events starts on the Create or Manage Events page of the Eventuosity
web application. Click the CSV-> Eventuosity icon located on the top right of that
page and follow the prompts to complete the import.

Figure 17: The CSV = Eventuosity icon on the Create or Manage Events page of the web application
will start the process of importing multiple events from spreadsheets.

Sample spreadsheets are available on the Library page of the Eventuosity website
along with other useful resources for preparing your spreadsheets for import.
For step-by-step instructions on importing spreadsheet data throughout
Eventuosity, please refer to Appendix B of this User Guide.

Event Basics: What, When and Where

Creating an event starts with basic information about it.

What

“What” includes an event category. Users can add a new category at any time or
choose from the Category dropdown. The event must also be given a title.

ABC Annual Conference

« What

Figure 18: All events require a category and name in What
When

“When” is how the user creates the scope of their event project. There are two
sets of dates associated with each event.
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Project Dates

Set a start and end date to the project. For example, the start date may be the
date of the first planning team meeting and the end date may be the date that
the event manager plans to close the post-event tasks such as expense
reporting. All sub-events, tasks and other parts of the event are constrained
by these dates.

Event Dates

Event dates are the actual days on which the event will occur. This is a sub-set
of the entire project. An example is the three days of a trade show as part of a
year-long planning period for that show.

~ When

Set Project Dates @

Set Event Dates ©

Figure 19: When provides the project scope for the event

Where

“Where” gives the event manager the ability to inform everyone associated with
their program of any location that is associated with it. Eventuosity’s Where
section is integrated with Google Maps so users can add any location with a very
simple search. Location name can be edited before saving to be something that is
easy to remember. Previously used locations can be recalled quickly in the
Search My Locations field.

There is no limit to the number of locations that can be added to an event.
However, not all locations MUST be added here. Later, we will look at sub-events
and how to attach alternate locations to them for places that may not be relevant
to everyone in an event.

A
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~ Where o

TANRYTOWM . e
Map Satellite MUELEER .
The University 52
or  Austin Convention Center 3 of Texas D]
at Austin
Rollingwood Y S
2Zilker, )
Metropolitans . AUSYIN —
Park 2
183)
East Cesar Chavez Street ) : 3

O
()

Austin % nset Van?t
870 = @ | - N
‘ +
® Austin B?r(;k.mm\ -
A e < s <S MeKinne Ime,\",‘.?lrl,o.nal =
.sav,e md Add Anather Lm Map data ©@2017 Google Terms of Use hebbfl amap error
Austin Convention Center Austin-Bergstrom International ~ Hilton Austin
East Cesar Chavez Street, Austin Ajrport East 4th Street, Austin

Presidential Boulevard, Austin

Figure 20: Google Maps integration provides location data for all event participants

All places added in Where or in sub-events are available in the Eventuosity i0S

and Android mobile apps to give end users complete turn-by-turn directions (via
Google Maps) to event locations.

= WHERE

& ABC Annual Conference

Alow “svertuceily” 10 accees
YOur location aven when you
are not using the app?

M o o Dackground

Adow

Figure 21: Event location data and turn-by-turn directions are available in i0S and Android mobile
apps
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Event Management Modules

The following Eventuosity modules are discussed in the order in which they appear
under an event when opened by the user. Each of these application areas can be
viewed and managed on their own as well.

People
In Eventuosity, contacts are called People and can be added to an event in several
different roles.

Add New People

Add New Group

cmnuun;»

Manage People

8% v e°-

Figure 22: All contacts added to Eventuosity are in the People Management area

People can be added to the user’s database through a sync with cloud services
such as Microsoft Outlook Online, Gmail, Salesforce.com, and iCal; import from
standard file types such as .CSV or Microsoft Outlook’s .VCF; a self-registration
process (described later), bulk add with a variety of field mapping options, or

manually by the event manager.

Add New People

Add Multiple People From File (.csv or .vef format)

Choose Filerl |
OR
Import People from C) @

Add New People

Figure 23: Add new People in the Manage People module via file upload or via sync with cloud-based
services such as Microsoft Outlook, Salesforce.com, or Gmail.

Sync People From Online Contacts Databases

To import contact data from your email or CRM application to Eventuosity,
click the logo icon of the service in which your existing contacts currently
exist. A new window will open (varies by application) asking you to authorize
Eventuosity to fetch your contact data. Enter the login credentials for the
source application to complete the authorization.
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Eventuosity will match the data being imported with data already in your
Eventuosity People database to ensure that duplicate data is not made
available for import.

Following contacts were fetched. Please select the ones you wish toimport. - ERIRTTRYE FRET [RTTETEE

All

Figure 24: People data that has been previously imported into Eventuosity will not be synced.

You may then select the contacts you wish to import. Click the sync as often as
you wish to ensure your Eventuosity People are always in sync with your
contacts database.

Please note that due to the custom nature of many Salesforce.com
implementations, the Eventuosity support team may need to provide
assistance when performing your first sync. This may require access to your
Salesforce.com sandbox. Please contact Eventuosity for support with
Salesforce.com data sync.

Import People From A File

In cases where the data you wish to sync with Eventuosity is offline, or is in an
application that is not currently supported by automated sync, you may
import that data using a .CSV of Microsoft .VCF file (created when exporting
MS Outlook contacts data).

Add New People

Add Multiple People From File (.csv or .vcf format)

Choose File [

Figure 25: Click Upload to import People data from a file
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A pop-up window will guide you through mapping your .CSV columns to
Eventuosity data fields. For easiest.CSV import, visit eventuosity.com/library
for a People import template.

Map your eventuosity fields to the incoming CSV columns

eventuosity fields CSV columns

First Name * : First Name

Last Name * : Last Name
Email *: Email
Company: Company
Company Id: Make a Selection
User Type: Make a Selection
Title: Title
Phone: Make a Selection

Additional Email: Make a Selection

Other Phone #: Make 2 Selection

Figure 26: Map your .CSV column headers to Eventuosity data fields

Add People Manually
Manual additions can be completed under an event or in the Manage People
module of Eventuosity.

Add New People

Event Creator yN
Add Custom Field

Upload Documents

Figure 27: Create People manually when necessary
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If you have added People manually in Eventuosity, you can sync that data back
to your email and/or CRM applications. To do this, expand the All People
section of the Manage People module, click the logo icon of the application to
which you’ll be sending your data, and follow the prompts to complete the
export or sync.

v All People

A% People Export People To:

Select All Viewable Select All / Filtered

Figure 28: Send Eventuosity People data to an email or CRM application

Custom People Data

All people can have custom data associated with their profile either by
themselves or by the Event Creator or Admin. Custom data is added simply by
adding a field in the Person’s profile. Custom fields can be added for one
person or across all people in an event. An example of a custom field added
across an event is a frequent traveler number that is going to be applied when
an Event Manager reserves a hotel room block.

w Required Data — All Event People

Add Data Field

= eventuosity
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Hilton Honors

Save People

Figure 29 & Figure 30: Add custom data to attendees for a single event or in their profile

Other custom data can be added to a person’s record as an attachment.
Speaker bios, press photos, presentations, registration documents, etc. can be

added to a profile.
Upload Documents
JPanzer DL - 2017 paf CEO press photo-500x525.ipg
Company CEO Bio.docx 2015 Conference Presentation-Show

Version.ppt

Figure 31: Files can be attached to a person’s record

Roles Indicators

People in your Eventuosity database may be assigned roles at either an
account or an event level. Event-level roles will be discussed in a later section
of the Eventuosity User Guide. Account-level roles are indicated by a small tag
next to the profile photo of a Person in your account. Green tags indicate that
a Person’s record is shared from another user’s database.

Shared records appear when you are an Event Creator or an Admin in another
person’s account. You will be able to assign and contact shared People but you

= eventuosity
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are not able to edit their profile data. Only the owner of the record can edit a
Person.

() i 0 I
}  BOOTH_VEND BULEAD, PB-DE
a® = ®
DEMANDGE Demo, Justin
Demo, Somebe Demo, Nina
(’11 Demaonstration,. DemaoPerson, J
EVENTLEAD, Eventuosity, De
Eventuosity, De Eventuosity, DE
Eventucsity, De P | Eventuosity, De
Eventuosity, De entuosity, DI
Eventuosity, [ Eventuosity, DE
.0
KidDemo, New SC MED!

Figure 32: Event-wide role indicators are shown in All People

Groups

Sometimes it may be useful to group people based on common traits like title,
event role, travel plans, etc. Eventuosity allows user’s to create static or ad-
hoc groups from the People Management module or under any event. Groups
can be used to quickly add multiple people to an event or sub-event,
communicate with several people at once, or assign tasks and resources to
multiple responsible persons. There is no limit to the number of Groups that
can be created or the number of people that can be in a group.

v All Groups

2016 Exhibitors Bee Team

Conference Presenters Customers IAEE Demo Group

Dema Group - Baoth Duty Demo Group - Trainers Eagle River Hotel 235

Figure 33: Creating groups can simplify communication and management
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Use the View icon to see a list of People in a group.

People in 2016 Exhibitors

Name Email Company Name

DemoC Eventuosity testuser3@eventuosity.com

Demod Eventuosity testuserd@eventuosity.com
DemoA Eventuosity testuser]@eventuosity.com
Demoe Eventuosity testuserS@eventuosity.com

DemoB Eventuosity testuser2@eventuosity.com A/V Company

DEMO10003 Eventuosity ] 18D Company

DEMO10001 Eventuosity

DEMO10002 Eventuosity

DEMO10004 Eventuosity

TestDemo Test testdemotest@noemail.com

Figure 34: The View icon will display a listing of Group members

If an Event Creator or Admin determines that they need to create a group
while working in an event, they can quickly do so using the link under the
People section of the event window.

w Add & Manage Event Groups

Q demd

@ BOOTH_VENDOR, DEMO @ BULEAD, PB-DEMO @ DEMANDGEN, PB-DEMO @ Demo, Justin

Dema, Nina

@ EVENTLEAD, PB-DEMO
Eventuosity, DEMO10004
Eventuosity, Demoe

Test, TestDemo

Demo, SomebaodyIMissed
Eventuosity, DEMO10001
Eventuosity, Demo8
Eventuosity, DemoEventAsst
TESTING, POSTFIXDEMO

@ Demonstration Eventmanager
Eventuosity, DEMO10002
Eventuosity, Demee
KidDemo, NewTest

Showing 1 to 22 of 22 entries

DemoPerson, John
Eventuosity, Demo10003
Eventuosity, Demod

@ SOCIALMEDIA, PB-DEMO

e X

Figure 35: Create groups on the fly while working in an event
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Adding People To An Event

Every person in a user’s People database is shown in the People section of an
event under Available People. Search Available People for the participants to
be added to the event and check the box next to them to include them in the
event. After selecting all the people to be included in the Event, click Save to
move them to the Confirmed People list.

~ People
» Notification Settings
Select All Viewable | Select All/ Filtered Assign Selected
lem

Figure 36: Search Available People to add existing contacts to an event

All People and Groups added to an event are shown in the Confirmed People area.
Confirmed People can be removed (set back to Available People) or have their
profile data edited from within the event. If necessary, new Groups can be
created from within the event.

Confirmed People

Select All Unassign Multiple

DemoEv Demo10..
DemoBE.. Democ E. Demod E
DEMO10... DEMO10.. DemoeE..
VendorA 2 Julie Fre > Marcy Pa
AV Pers & EveN.Tu

Figure 37: Confirmed People shows individuals and groups that have been added to the event

When working with people in the Manage People module of Eventuosity, Admins
can quickly add someone to one or more events without viewing each event
separately. This saves time when there are people or groups that will be
participating in multiple events throughout the event manager’s scheduling
period.

7\ :
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Add to Event

01/24/2015 N.A EVENTUOSITY Trade Show Template Yes
06/01/2015 11:59 PM US2020 PHL Gamecamp v Yes
12/31/2015 11:59 PM XI0 Vegas Show Yes
06/30/2015 11:59 PM JDRF RE Games Demo Yes
03/31/2015 1159 PM EXHIBITOR LIVE 2015 Yes
10/18/2014 1159 PM Quarterly Sales Meeting at HQ v Yes
01/01/2015 11:59 PM IAEE Expo!Expo! 2014 Yes
10/11/2014 11:59 PM WAL Entrepreneurship Summit - Demo Yes
11/30/2014 11:59 PM November 2014 Training Curriculum v Yes
10/18/2014 11:59 PM Annual Sales Training and Awards v Yes
11/12/2014 11:59 PM Middle PA MP| conference v Yes
02/28/2015 11:59 PM Eagle River 2015 Yes
07/26/2014 11:59 PM Exhibitor 2014 Yes
06/30/2014 07:00 PM North America Product Launch Tour 2014 Q2 v Yes

- B

Figure 38: Add people to one or multiple events quickly from the People Management module

Each participant added to an event will receive an email and/or mobile push
notification informing them that they have been included in the event.

Event Updated (Big Industry Trade Show 2018) imex « - E
(% Justin Panzer via eventuosity 8:47 AM (5 minutos ago) «
Event Updated

Dear Justin Panzer,

Certain details of event - Big Industry Trade Show 2018 have baen changed. The changes related to your participation in the
ovent are as follows.

+ Event Dates Changed : Start 05/19/2018 at 12:00 AM(GMT -04:00) - End 05/19/2018 at 11.58 PM (GMT -04:00)

Please chick hera to login and view the full details of this event

n}
E(:_ eventuosity

Figure 39: Example email notification sent to an attendee
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Figure 40: Example mobile push notification sent to an attendee with Eventuosity mobile app

Roles

installed

People can be assigned roles at the discretion of the event manager.
Eventuosity includes six standard permission levels with corresponding roles.
Roles are summarized here with full detail on each permission level provided
in Appendix A of this User Guide. The six standard roles are:

1.

7\ :
={== eventuosity

Event Creator - The Eventuosity account holder. This user can add,
edit and delete any information; assign roles; and view all data for
every event. Eventuosity subscriptions include only one Event Creator
unless upgraded to an Enterprise level.

Admin - This user is assigned by the Event Creator. The Admin can
perform most tasks of the Event Creator but is prevented from deleting
an entire event; changing What and When data of an event; certain
account management functions; and certain People management
functions. The Admin can assign and manage tasks, confirm new
attendees to an event, create schedules, and more.

Exhibitor - Many Eventuosity users have responsibility for the
production of trade shows or other events that feature exhibitions of
products or services. For such projects, an Exhibitor role is available
that may be used to inform participants of deadlines and assign them
tasks. Event organizers may view task status across all Exhibitors but
Exhibitors are limited to viewing their own assignments.

Staff Member - In addition to viewing and editing their own data, Staff
Members have read-only access to most scheduling data, event




participants, and budget categories. They are not able to see tasks
assigned to others, contact other event participants without
permission, or see complete budget detail.

5. Support Team - This role is well-suited for vendors and contractors
that may be important contributors to an event but should not have
access to data that may be proprietary to your organization. Limited
Access to schedule, people, budget and resources is very limited.

6. Attendee - This is the default role for any person added to an event.
Attendees can see basic event information and can be assigned tasks or
resources. Add, edit and delete functionality is restricted for Attendees.

Attendee
Support Team
Staff Member
testuser1@eventuosity com Exhibitor
Coordinator )00

Event Creator

My Company Assistant Event Coordinator

Add Custom Field

Armval

Save Person

Figure 41: Assign Admin rights to an attendee for one or more events

Custom roles can be created for Eventuosity customers on a fee basis as
required.

Custom Roles: Enterprise Master Users

In the case of certain Enterprise deployments of Eventuosity, multiple Event
Creators are required under a single account. For such cases, Eventuosity
supports an Enterprise Master User role under which multiple Event Creators
may be assigned. The following sections describe the Enterprise Master role,
the steps to assign and manage multiple Event Creators, and how Event
Creators will work within their Eventuosity account.

Enterprise Master Users have all of the permissions of Event Creators (account
holders) but with the added capability to assign multiple Event Creators on an
account-wide or per-event basis. This feature is only available when
purchasing an Eventuosity Enterprise subscription which includes
customizations for the account holder.

Assigning Account-Wide Event Creators
Enterprise Master Users may assign Event Creators on an account-wide or
per-event basis. Event Creators have full create and delete permissions as well

7\ :
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as full read /write access to events in which they’ve been designated an EC or
in events that they create.

To assign an EC on an account-wide basis, giving them ability to create new
events and full read/write access to them, the Enterprise Master User must
open the People module by clicking the People section on the Home Screen or
the Task Bar.

Once in the People module the Enterprise Master User must select the user to
whom Event Creator privileges will be assigned.

First, select All People:

- enntsoity AW 3]

Add New People

Add New Group

PSNAXPO Demo Event

»Tomorrow Tour Demo - Based on Philly 2016

PWEFTEC - The Water Quality Event
PExpo! Expo! Exhibitor Checklist 2016

Next, search for the user who will be assigned as an Event Creator.

AL People w Al P%,’Uplft‘

#s12Kid DemoTest100 W ' DemcC Eventuosity

Open the user’s profile by clicking the Edit icon and place a check in the Event
Creator box.

= eventuosity
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Add New People

Eventuosity, LLC Event Planne

After filling the box, click Save to assign the Event Creator role to the user. The
user is now an account-wide Event Creator with ability to create new events
and perform all event-related tasks.

Event Creators in Enterprise Accounts
When users in an Enterprise account are upgraded to an Event Creator role,
new options will appear to them in their event projects.

The most notable new option is a radio button and associated dropdown that
indicates the master account under which an event is created. Event Creators
who have their own Eventuosity subscription AND are assigned as an EC in
someone’s Enterprise account may select which of the accounts their event is
being created under. If the user does not have their own Eventuosity
subscription, they will only be able to select the Enterprise account(s) for
which they have been given EC rights.

In the example screenshot below, the user is not a subscriber and can,
therefore, only create an event under the account in which they are an Event
Creator. Itis possible for an individual user to be an EC in multiple Enterprise
accounts. This is common in the case of vendors, suppliers and contractors
that may service several event planning clients. In such cases, multiple
accounts (designated by the user ID of the Enterprise Master User) will be
shown in the dropdown field.

A
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ﬂ Create New Event

o Events
New Event Create from Create from
Previous Event Template
~ What
Created For: My Account @ Client ¥ Select Client Name ’
Eve N. Tuosity ( support@eventuasity.com }
( S==shstiss®5@me.com )

“S@gmail.com )
eventuosity.com )
Sme= cOM )

a@gmail.com )

or

Event Description @ .

Justin Test2 (s

When working in an event, a Event Creator will always see the user ID of the
Enterprise account for which the project is created.

~ What

Created For: Justin Panzer (justin.panzer@eventucsity.com ) >

- Another Test for SSA

Tasks

Eventuosity is the first event planning and management application that treats
events like the complex projects that they are. The key difference between
Eventuosity and leading project management applications is that Eventuosity
handles task assignment and tracking specifically in the context of an event.

All Eventuosity templates have a task list built in that is common to the event
type. Of course, Enterprise Master Users, Event Creators and Admins in
Eventuosity can build their own tasks, categorize them, assign them to
themselves or others, set reminders, and create progress reports. Tasks can be
assigned to anyone associated with an event regardless of their role and can be
assigned to multiple people. This means that the planning team, corporate
management, on-site staff, volunteers, attendees, vendors/suppliers and venue
staff tasks can all be tracked and status reported back to the Event Manager.
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«

My Tasks

Incomplete v
Due Date Name Type
03/11/2019 Submit entries for call for speakers Content > [+ v/
03/14/2019 Reserve booth space Show Services e [
06/03/2019 Set show objectives and Planning & Strategy ® [ [
communicate to team ~
06/03/2019 Set show budget and submit for Accounting and © O [#
approval Financial
06/03/2019 Download and review show forms, General & Logistics ol p
exhibitor manual, show book
07/01/2019 Select booth/show team Staffing @ [ [
07/01/2019 Set planning team meeting schedule Planning & Strategy ® .
07/29/2019 Determine demo/product stations Content © [ [
and content
7/29/2019 Determine technical requirements to General & Logistics ® 1 | v

support booth demos

Figure 42: Above is a partial list

of tasks from an Eventuosity event template

Creating a new task starts with clicking the Create New Tasks button.

v Tasks

Create New Tasks

» Notification Settings

Import Tasks @ Export Tasks

Figure 43: Start new task creation with one click

Each task can be categorized using an existing category or one that the user
creates and stores for later use. In addition to a name the task has fields for
notes, a start and due date, a reminder date for the assignor and a reminder date
for the assignee.

D
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- Set show objectives and communicate to team
or
Review past years' and align with other departments as appropriate
tact O &  1200PM © | RemindMe | 11/14/2018 & 12:00 PM (e}
Due By 06/03/2019 &= 500 PM (0] ; J“ 11/14/2018 ] 12:00 PM o
Task Attachments
Choose File l No file chosen or
Add More
@ Attachments ]
Strategic marketing pl | ontract Negotiation C.
Admin
m | ST Staff Member | EX: Exhdbit; tor
Assign to me
Select All / Filtered
Search Available People
@ PB-DEMO BULEAD Nina Demo SomebodyIMisse...
Assigned People
) { Ev ) Admin
EC D A tendee | SU- Support Team | ST Staff Member | EX- Exhibitor | C0- Coordinat
Select All Unassign Multiple
@ Eventmanager @ PB-DEMO EVE ' DEMO10001 E...

Figure 44: Tasks may include key dates, attachments, type and assignee data

Of course, many Eventuosity users migrate to our platform after having relied on
spreadsheets for event task tracking. Though not very efficient, spreadsheets
may have a lot of useful workflow information that can be used in building
Eventuosity projects. For that reason, Eventuosity also allows users to create
their task lists by importing spreadsheet data.

)
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Simply click the Import Tasks button, select a CSV file with your task data, and
map your spreadsheet’s fields to the Eventuosity Task fields.

Create New Tasks Import Tasks @

Map your eventuosity fields to the incoming CSV columns

Export Tasks

eventuosity fields CSV columns
Type: Category
Name *: Activity
Notes:

Notes and Updates

CSV Data Date Format * : MM/DD/YYYY

Start On:

Start Date
Start Time: Make a Selection
Due By *: Date Due
Due Time: Make a Selection
Remind Me date: Make a Selection

Remind Me time: Make a Selection

Save Cancel

Figure 45: Import Tasks easily from a spreadsheet using the Import Task(s) button

Eventuosity also supports an unlimited number of attachments for any task.
Attachments may be digital assets such as documents or they may be URLs that
point the assignee to a place on the Internet where they can complete their task.
Any attachment or link added to a task is automatically placed in the Binder
folder associated with the task and can be viewed by clicking the Task Folder icon
or the links within the task form itself

My Tasks

Incomplete

Due Date Name Type

10/25/2017 Reserve following year's booth space Registration @

Figure 46: The Task Folder icon links to the associated Virtual Binder folder

Tasks that are assigned to others include an icon next to each responsible
attendee that indicates if they have completed the task or not. As assignees mark
their tasks complete, the check mark icon will become green under the assignor’s

= eventuosity
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account. Administrative users can mark tasks complete, or revert them to
incomplete, on behalf of the assignee.

Assigned People
» & DEMO10007 Eventuosity w4 Demod Eventuosity

Figure 47: Task completion status for each assignee is indicated by a check mark

In addition to the automated reminders that are set at the time a task is created,
administrative users can manually send a reminder at any time to the
assignee(s).

Assigned Tasks

Incomplete v
Due Date Name Type
03/11/2019 Submit entries for call for speakers Content e[ @
0371472019 Reserve booth space Show Services 3& o]
06/03/2019 Set show objectives and Planning & Strategy = ©[O[¢|

communicate to team
06/03/2019 Set show budget and submit for Accounting and 0'% ® T )

approval Financial
Figure 48: Check Task status and send manual reminder from Tasks list view

Task alerts are sent by email and/or mobile push notifications depending on the
end-user’s settings. Each task assignee can view their assigned tasks and provide
status to the Event Manager.

Task Assigned for Q4 Board Meeting inbox = 5

:C Justin Panzer via eventuosity 8:54 AM (0 minutes ago) L oy

Task Assigned

Dear Justin Test2,

Justin Panzer has assigned you a task as part of the event Q4 Board Meeting using eventuosily. Please click Confirm Meeting and Off-site Locations to log in and see details of
the assignment.

Figure 49: Email Task alert example

D
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Figure 50: Tasks are viewable on mobile devices and notifications may be sent for all task reminders

Task status is updated in real-time, meaning that Eventuosity users can
determine the most up-to-date completion level for everything that has been
assigned. Tasks that are 100% complete can be viewed by toggling from
Incomplete to Complete under Tasks.

There are many ways to view tasks including:
e By Type
* By Due Date
* My Tasks vs. Assigned Tasks (for Admin level and above)
* Complete vs. Incomplete

Task reporting (discussed in Reporting section) allows for additional filters and
sort criteria.

Budget and Expenses

The Eventuosity Budget & Expense module allows user’s to create a budget and
manage all relevant expenses in real-time. Budget categories can be created
quickly using the Add Line category under the Budget & Expenses module.
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~ Budget & Expenses

Travel $150,000 m Add Line

Category Budget Actual Delta

» Audio/ Visua! Information $200,000.00 $225,000.00 ($25,000.00) B3] D fm
» Beverages Saturday June 22 $84.00 $147.00 ($63.00) O @
» Early Bird Registration (500) $250,000.00 $0.00 $250,000.00 O &
» General Service Contractor $150,000.00 $125,000.00 $25,000.00 O @
» Medical/ EMT $21,600.00 $21,600.00 $0.00 OO [ @
» Onsite Registration (108) $86,400.00 $0.00 $86,400.00 O @
» Regular Registration $130,000.00 $0.00 $130,000.00 OO @
» Security Provider $5,000.00 $5,200.00 {8200.00) O @
» Snacks for June 20 $581.94 $551.44 $30.50 O @
TOTAL $843,665.94 $377,498 44 $466,167.50

Figure 51: Example budget and expense detail for an event

Upon creation of the budget line, expenses can be added and a Binder folder is
created where receipts, invoices and other financial documentation can be

stored.
v Meals $500.00 $256.85 $243.15 OF @
Add an Expense
Vaive Description Orensara] Ho flechosen
Expenses
Expense Value Description Attachments
$79.58 Dinner On monday Meals/0jpeg 3 [» @
$58.05 Lunch-Marriott Arrival Meals/2jpeg 3 » @
$6.50 Starbucks Meals/3.jpeg [ [» @
§15.41 Breakfast-Sunday Meals/S jpeg 1 [+ @
$8.55 Breakfast-Sunday{Marcy) Meals/6.joeg a [e @
$24.30 Lunch-Monday{w/$11ip) noattachment [:}‘ ij
§12.00 Lunch/snack-Starbucks(w/S1tip) no attachment [‘, [j
§26.32 Breakfast/tip Meais/7Zjpeg B @ i
§17.98 Food For Plane Meals/8.jpeg £ [ @
$8.16 Lunch-day?2 Meals/9 jpeg £ [+ @

Figure 52: Expanded view of a budget category in an event with receipts attached
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Event Binder o-

» Miscellaneous (1) 1
~ Receipts (13)
» Receipts-Booth space reservation (1)

« Receipts-Contract staff/1&D/Labor (2)

Receipts-Contract staff/I&D/Labor contents

Contract staff/I&D/Labor/0.jpeg ®

InstallationDismantle_0716-55419_F2.pdf
» Receipts-Equipment (0)
» Receipts-Insurance (0)

Figure 53: All expense attachments are placed in the appropriate binder folder

Full budget and expense details are available to Event Creators and Admins.
Other roles have access to enter expenses and upload expense documentation but
are prevented from viewing the event budget or expenses entered by others.

~ Budget & Expenses

Category Budget Actual Delta

- Flights

Add an Expense

Cnocse i | N file chosen

Expenses

Expense Value Description Attachments

» Hote'

N e |

Figure 54: Certain roles allow users to submit expenses without viewing budget data

Expense data can be entered into Eventuosity from the web or mobile apps. As
soon as data is saved the budget variance is updated to reflect current status.
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— Expense Details BUDGET

+ Audio/ Visual Inform , + |AEE Expo!Expo! 2014

Gallery

Cancel

Figure 55: Mobile expense submission and budget tracking

All budget, expense and variance data for a single event or multiple events may
be exported using the Eventuosity reporting tools. All budget reports are
available in CSV format as this is the most universally accepted by accounting and
expense management software.

Schedule

Schedule is where users create sub-events that are part of their larger event
project. Sub-events can be anything within the scope of the project timeframe
including planning meetings, site visits, participant travel, day-of-event breakout
sessions and more. All sub-events can be categorized and any number of event
participants can be assigned to them.

In addition, sub-events can be scheduled in different time zones than the event
project itself and in locations other than those saved in the Where section of the
event. These two capabilities give the user the flexibility to include all relevant
activities in their event project regardless of their site or time.
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What

Select Svent Type

P e ]

Dinner/Banguet/Recaption 0]
Dinner/Racsption o .
Entenaineent n
Flight %]
i 114PW (c]
02672015 o 2mew ©
Al Ogy Evert (GVT -&00) Eastemn Time (US & Canada), Sogats, Lime :
Where

Searcs My Locations

or Sawch New Locsson

Adoess Lne !

Addesaline?

Oy State

Figure 56: Create sub-events to build a calendar for one or all event participants

o yme Smere o
5 7 Ry d i -
of  2atmore Convention Center 'S . {1 a 0
3 3 i | B
iy 3 g L, =@
. WLsrkad 51 - 2 o 1
Addwas Lbw ) - g ol = ) i 1 !
? i 3 i
e ) e——
Addesalne? Wit % o) sl
i, Wbt 1o i H q})"-"“
- A e
Cay State T Cwveana G
P - | ‘ I
.
o ) “tJ ! ]
; 2 X % iy L 1 :
P =S
' ' T ; 0,
() | Map dats 02015 Google  Termu ofUse  Aepon & map emar
Attendees
Q Search Avafable Attendees
| Demeol Eventaosty v Demcl Evemtuosty v Demol Evertoosty DemoA Evemacsty
v DemoD Eventaosty Marcy Panzer v Jomn S TestUse
Confirmed Attendees

Figure 57: Sub-events can be in locations other than those at the event level and can include a sub-set
of event participants
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As event participants are added to a sub-event, they receive a notification that
provides them with the event details. Sub-event notifications are sent by email
and/or mobile push notification depending on the user’s profile settings.

S

Q4 Bowd Meeting

Figure 58: Mobile views of sub-event notifications and calendar screens

The sub-event schedule may be viewed as a list or in a calendar view. Some
details of the schedule entry are shown when the user mouses-over the event in
Calendar View. Clicking on the event shows full detail (depending on role).

v Schedule
» Notification Settings

= List View mport Schedule Export My Schedule

Figure 59: Example sub-event schedule in List View

)
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12/22/2014 106 PM Fanning Meeting #1 ® o

< >  today Dec7-132014 month _week day

Suni2/7 Mon 12/8 Tue 12/9 Wed 12/10 Thu12/11 Fri12/12 Sat12/13

930-1035
Corference
Session -
Evert Tech

Exhibition
Hours/Booth Duty
December 10,2014-
December 10,2014

[C] 1200 PM400 PM

Q Loz Angsies Camenion

344 -4:44
400-800 [
Exhibitor meeting
Move Ot

Figure 60: Example sub-event schedule in Calendar View

Sync Schedules With Calendar or CRM Applications

Ensuring that your event schedules align with your non-Eventuosity calendar,
and those of your other event participants, is an important consideration.
Therefore, Eventuosity allows you to sync your event schedules with third-
party applications.

To bring external calendar data into Eventuosity, click Import Schedule and
select the appropriate source for your data. Automated syncs are available
with Google Calendar, Microsoft Outlook Online/Outlook 365, and
Salesforce.com. Other calendar data may be imported via .CSV or .ICS file
format. In the case of .CSV files, a field map similar to People and Tasks will be
presented. For the quickest import of .CSV files, visit eventuosity.com/library
to download our Schedule Import Template.

@ Import Schedule Export My Schedule

Add Multiple Sub Event From File (.csv or .ics format)

Choose File| Cancel
OR
Import Subevent from:

Figure 61: Use Import Schedule to add external calendar data to Eventuosity

Similarly, Export My Schedule allows users to sync their Eventuosity sub-
events with several calendar applications. To export your Eventuosity
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schedule, click the appropriate logo icon, authorize Eventuosity to login to
your application, and follow any application-specific prompts that are
presented. In List View, any sub-event can be individually exported to your
external calendar application.

Import Schedulg Pj‘ Export My Schedule

C@®®e
Start Date Start Time End Time Subevent Name

1200 PM 1:00 PM Weekly planning committee kickoff meeting @
™

07/18/2017 9:00 AM 5:00 PM Show Registration and Check-in

07/18/2007 10:00 AM 400 PM Advance team inbound flight |

07/19/2017 330 AM 9:00 AM Pre-show meeting for booth team =)

Figure 62: One or all sub-events can be exported to common calendar applications

Resources

Eventuosity gives users the ability to manage inventories of spaces, equipment,
people and more with the Resources module. Resource categories are highly
variable depending on event type but some common uses for Eventuosity’s
Resources module are assignment of breakout rooms, hotel room block
inventory, trade show booth stations, audio-visual equipment, shuttle bus
seating, classroom capacity, athletic team roster spots, on-site staff, volunteers,
and more.

Click the Create New Resource button to begin creating inventory for an event.

« Resources

Figure 63: Create resources such as hotel rooms, breakout rooms, demo equipment, and more

Resources can use an existing category and unit of measure or custom data can
be entered for each. Total inventory of the resource is set along with any
required notes about the resource. Similar to Attendees, Tasks and Expenses,
Resources in Eventuosity can have attachments and URLs associated with them.

When creating a Resource, a user can specify how it will be allocated. Resources
can be allocated by Attendee, by Sub-event, or both. The allocation determines
how the total resource inventory will be decremented throughout the event.
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~ Resources

Breakout/Meeting Rooms

o

or

Corporate Training Center Rooms

Units Assigned:0

Each room can be configured in classroom {25), lecture (40) or U-shape (15)

Choose Fite| NO file chosen
Add More
Assign Resource To: Attendee Sub-event
Attendees

DemoB Eventuosity

Figure 64: Resources can be assigned to people or to sub-events

Rooms

or

Units Open:0

or

@ Both

All added information is placed in a Binder folder for the resource and can be
accessed by the Event Manager or others depending on role. Common use of the
URL attachment in Eventuosity is to point to a 37 party reservation system that
may be in place with a venue or company where the event is being held.

[ [

Receipts-Audio/ Visual Information Receipts-General Service Contractor

[

Resource-Demonstration units for
product tour

Resource-Demonstration units for product tour contents

WwWw.companyrezsystem.com/demaogear.htm

o g s |

Receipts-Security Provider

Figure 65: Resource attachments and URLs are placed in the appropriate virtual binder folder
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As stated above, resources can be assigned to Schedule events, to any number of
people, or to both (up to the inventory maximum) in the event. Utilization and
availability figures are updated in real-time once those assignments are saved.
Eventuosity prohibits users from exceeding capacity and returns a warning when
attempting to do so. Assigned resources are decremented as follows:

If allocated by Attendee One unit decremented per Attendee
If allocated by Sub-event All or partial inventory allocation
based on quantity entered by user
If allocated by Both One unit decremented per Attendee,
100% of units assigned to scheduled
sub-event
Equipment s Units 4
or | pre or
Projectors 5
Units Assigned:0 Units Open:0

These are stored with the Admin by the front desk

Croose File. No file chosen

or

Assign Resource To: Attendee @ Sub-ovent Both

Assigned Attendees

Subevents

09/23/2075 12:00 PM Planning Team Kickoff Meeting v
Assign all of this resource 1o the sub-event? Yes @ No No. of Units

Figure 66: Partial Resource assignment example
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~ Resources

Create New Resource

Categories
+ Equipment
Resource Name Assigned Total Open
Nextel Radios 4 10
Demonstration units for 2 17
product tour
~ Security
Resource Name Assigned Total Open
Secured Room Keys 4 42
~ Hotel Rooms
Resource Name Assigned Total Cpen

Marriott Riverwalk 0 34
Figure 67: Example resource utilization overview

Customizations of the decrementing and warning logic is possible (on a fee basis)
if required by the user.

Event Binder

Eventuosity takes the concept of a traditional event binder and applies it to
documents and other digital assets. Each event has its own "Virtual Binder" with
folders that can be customized by the user.

Figure 68: Use the Add Folder button to create needed sub-folders in your Binder

In addition to the folders created by the user, folders are auto-created and
populated with assets added to a Person, Task, Sub-event, Expense, or Resource.
For example, uploading a receipt from a mobile device to an expense category
will automatically create a folder in which that receipt will be placed (and future
receipts in that category) to reduce the amount of effort a user must perform on
their device.
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Create New Folder

ousing

Add Files

Croces

Room Block Contract pdf

crocsera N0 file chosen

Figure 69: Create virtual binder folders and add files

BizBash Live: The Expo New York 2017

Event Start Date: 10/25/2017

Event Binder &

» Contacts (0)
» Invoices (0)
» Registration (0)
» Travel (0) @

~ Insurance (1)

Insurance llems

eventuosity LLC BizBash NYC_2017.pdf e
» Receipts (12)

» Resources (1)

» Sub - Event (12)

» Task (35)

Figure 70: Partial view of a binder for an Eventuosity event

Weblinks (URLs) associated with the event can also be stored in the Binder
folders. This may be useful for version control purposes in that a file in cloud
storage can be linked rather than re-saving the file itself to Eventuosity (or locally
by the user) every time it is updated.

» Task-Arrange travel (1)

Task-Arrange travel items Add Files

http://www.exhibitoronline.com/live/2017/hoteltravel.asp ©

Figure 71: Clicking View next to a URL in the virtual binder opens the specified web page
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In addition to storing contents associated with each of your Eventuosity events,
you may use the Virtual Binder to create a repository of files and weblinks to be
shared by multiple users and across multiple events.

Above the event binders in the Eventuosity Binder module you will find a binder
titled “Event Management Files and Assets.” This binder and its sub-folders are
provided to allow you to store event-related materials that you or your team may
need when working on future projects. Rather than store these items offline or in
a separate application, you may keep them in Eventuosity to easily recall, share,
and utilize them as required when managing events.

Event Management Files and Assets

¥ Notification Settings
Send Notification
Notification Type Send?
Folder Added/Removed v ® Send Immediately Send Manually

File Added/Removed

Folders

~ Contract Templates (2)

Contract Templates Items Add Files

Contract Negotiation Checklist - Venue.pdf

Eventuosity LLC Standard NDA - Rev 20140310.pdf
» Marketing and Branding Assets (0)

» Special Events Ideas and Layouts (2)

Figure 72: The Event Management Files and Assets Binder helps you keep all of your event-related
materials in one place

Users may upload assets to the event binder from their iOS or Android mobile
app- In the case of mobile uploads and viewing, file types may be restricted by
the mobile device’s operating system. The Eventuosity web app allows virtually
all file types to be stored and viewed (some files may need to be downloaded to
be viewed in their native application).
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1 OOCUMENTS

15 Show Management pdd

Figure 73: Mobile binder views

Both the Event Management Files and Assets Binder and the individual event
binders have a number of actions that can be performed; either at the Binder or
file levels. The familiar View and Delete icons are available at all times for each
file as is the Add Files button in each folder.

Other actions may be performed using the ellipsis button in the Eventuosity web
app or the grid button in the mobile applications.

DOCBINTS

Figure 74: Multiple file-related actions are available in Binder

)

3
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The actions available are:
* Download - Save the file to your device for offline access
* Copy To - Copy the file or link to another folder in the current Binder or
in another event’s Binder
* Copy Link To File - Copy the URL of the Binder item to paste in your
browser’s address bar or a message you are sending to someone who
needs to access it

Access to Binder contents is permission-based. Customization of Binder access
rights based on role and/or permissions is possible (on a fee basis) if required by
the user.

Reporting and Analytics

By creating a 360° view of an event, Eventuosity allows planners and managers to
gain deeper insight to their projects. Our built-in reporting tools provide the
mechanism for users to extract event data for further analysis in order to identify
cost savings, optimize utilization of resources, review staffing, and determine trends
that may be strategically important to their business. Eventuosity reporting also
gives users a way to easily create commonly required documentation for their event
such as contact lists and daily schedules.

Access to create and view reports is provided on a permissions basis. Only Event
Creators and Admins have permission to run and view reports. Customization and
control of Reports permissions is possible (on a fee basis) if required by the user.

All reports are exportable in PDF and CSV formats for easy presentation or import to
another data analysis tool.

Reports Module
The following sections highlight the functionality of the Reports module.

Upon selecting Reports from the Home Screen or Task Bar, the Reports module

will open to provide a series of dropdown selections through which data can be
viewed.

Reports
Budget & Expenses View & Manage Resources

Figure 75: Access Reports from the Home Screen or Task Bar

A
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‘ ‘] Reports

Figure 76: Reports module screen

Select a report category from the dropdown list.

Reports

Figure 77: Report category selection determines availability of data below

After selecting the type of report that you will run, Eventuosity will provide lower
level drop down options based on available data. Some data elements allow
multiple selections. Pre-defined or custom data ranges may also be specified.

| H Reports

Date Range

Figure 78: Single or multi-selection are available for certain reporting areas. Radio buttons or
checkboxes serve as indicators.
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In the example below, we have drilled down to the lowest level of detail available
based on selection criteria. A summary of the reported data will be shown in
Eventuosity and everything can be exported in CSV or PDF format. PDF exports
are pre-formatted to be easily shared with others.

Date Range

View Report

E :

L2

» Task Report 1 4 |~
Task Name Task Type Event Name Event Category Due Date Start Date Remind Me Date Remind Assigned Date Task Cnt
-+ mplete v Services rade Show 10872017 [24/2( 1/24/2017 24/20 Jus
shipping ustin.pa
5 hot
lorage a:
T 13l
1
and schedu
+ T Trave ra 0/20 17/20 1 1 N i

Figure 79: Reports can be viewed in the Eventuosity web app or exported to CSV or PDF

The tabular results in the Reports module include a number of dynamic features.

1. Click any column header to change how your data is sorted.

2. Use the Search Bar on the right to look for specific data in your results
table.

3. Use the Columns button to change the layout of your table.

4. Click the Full Screen icon to expand your results in your browser
window.

5. Click the + symbol next to any data record to view additional
information associated with it.

Given the ability to select different data dimensions in different sequences,
dozens of reports are possible in Eventuosity. Custom reporting capabilities are
available on a fee basis.

Event and Summary Reports

Also available in the Reports module are a number of pre-formatted reports
available in PDF format for quick export and offline viewing. To run those
reports, select “Event-Summary” from the dropdown, choose your report, and
select the event for which you want to run it. Click the PDF icon that appears
below your selections to view the report.
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splayed 352 PO, e POF icon Eventuosity Report
EVENT SNAPSHOT REPORT
SXSW 2018

Run Date : Nov 20, 2017 02:39 PM

SXSW 2018
Event Type : Trade Show Event Creators : Justin Panzer
(justin.panzer@eventuosity.com)

Event Start Date : Mar 11, 2018 12:00 AM Project Start Date : Jun 10, 2017

Event End Date : Mar 14, 2018 11:59 PM Project End Date : Apr 14, 2018

Custom Fields Data

1 Booth Number TBA within 30 days of show date

2 Booth Property Linkwall with counters

3 Show Website https://www.sxsw.com/exhibitions/trade-show/

4 Show General Contractor Freeman (show ID 458991)

5 Exhibitor Kit Link (Freeman) https:/iwww. L. ing jsp?showlD=4589

91

6 Booth Staff Uniform

7 Social Media Information

8 Speaking and Sponsorship Details

9 Exhibitor Dashboard (SXSW) - https://sxsw18.exh.mapyourshow.com
Exhibitor ID 100109

Location(s)

1 Austin Convention Center : 500 E Cesar Chavez St Austin TX 78701
2 Hilton Austin Downtown : East 4th Street Austin TX 78701
3 Austi Airport : i ial By d Austin TX 78719

People

Total People In Event : 1

Event Creators Assigned : 1 Exhibitors Assigned : 0 Attendees Assigned : 0
Admins Assigned : 0 Staff Assigned : 0

Coordinator Assigned : 0 Support Team Assigned : 0

Event Creators and Admins Assigned to Event

Name Role Phone Email

Panzer Ma= Event Creators 215-m== E—ase——Q@e=mx
F= ]

Fredette, Jui= Event Creators 1= [
[

Project Summary

Completed Tasks : 10 Sub-events : 14 Total Budget : 20050

Incomplete Tasks : 35 Total Expenses : 7976.96
Budget Delta : 12073.04

Figure 80: Event & Summary Reports are pre-formatted for quick export and offline viewing

Snapshot View

Sometimes in the course of planning an event a quick status update is all that is
required. In order to meet this need, Eventuosity offers the Event Snapshot View.
The Event Snapshot View can be accessed by clicking the event on your Master
Calendar or clicking the eye icon under your event on the Events screen.

A pop-up will appear with the latest information about your event including any
past due tasks, the next five things on your schedule, and an indicator of budget
performance. Graphical elements, coloration, and a consolidation of your most
recent or upcoming event data make the Snapshot View a great tool for daily
status checks.

Click the Event Name at the top of the Snapshot View to open the full event.
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Event Name Demo Event - Fall Conference and Expo

Project Dates Event Dates

03110206
11/26/2016

GMT -08:00
Where

st 10/12/2016 9.00 AM
10/15/2016 5:00 PM

Map  Satelize 9

Conceed

SH0ckion
'

San Fr %

People:

Attendees: 10
Admins: 1

Tasks

Complete: 69
Incomplete: 4

Post-show email #1 (placeholder) 09/20/2016
Booth activity approval form to association
09/21/2016

Booth activity approval form 1o association
09/21/2016

Confirm hostess requirements  09/21/2016

o

i O

Faks Ao §
5 San Jose v

Go gle Map data £2016 Googla | Terms of Use
¥ Moscone Center - Boath 123
9 Team Hotel

¥ San Francisco International Airport

»  Budget:

Total: $10,260.00

Actual: $5,604.00

Defta: $4,656.00 554
]

Schedule:

DEADLINE DATE: Advanced freight receiving ends
10/02/2016

Exhibitor Movedn (Start):  10/12/2016

Exhitvtor Move-n (Day 2).  10/13/2016

Exhibitor Move-in (Day 3):  10/14/2016

VIP Customer Meeting at Booth:  10/15/2016

Custom Fields
Staff Uniform: Logo shirt and khakis

Booth Number. 123
Hashtag  #event

Figure 81: Event Snapshot View is available from Master Calendar and Events

Dashboard

Whether you are managing one or multiple events, there are a lot of moving
pieces to keep track of. Viewing those elements in the aggregate can help you to
evaluate your events’ impact on your team and your business. For a big-picture
look at your events, use the Eventuosity Dashboard.

Dashboard

About My Events Leaderboard
N Wost Events Corwet Dot Pasrer
erPrecs
e s ot st ren [r T,
e et et [

Lngetter P [ ————
wn
B Vst e e Gy Yte shw

€ Oastidead L
o B heseieesd
0T Mk ind Sarven Cmpry ot
B ety [ R
E A
L]
Event Calendar
adz . [ T
0 ? 3
= 5 . r
"
Budget Performance My People
4 [Tev— o
L 1 Wl Med Per Eort) L
o Tty Tty e ot e s
Tamtwe 320207 t0 W
Latan  33K0 w1 My Evene Croces.
oaing =0 sam o
[ i

Figure 82: The Eventuosity Dashboard provides an aggregate view of your events and their
performance
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The Dashboard includes a summary of your events by category, a number of key
indicators on projects and staff, a quick look at your Master Calendar, a Snapshot
View of your next event, as well as Task, Budget, and People data from across
your entire event portfolio.

Inbox

Communication and collaboration are key to event success. Eventuosity takes
contact with planning team members, internal staff, clients, vendors/suppliers, or
venue management out of multiple inboxes and texts and puts it all in one place.
There is no concern about SPAM filters, incompatibility of e-mail clients or audit
trails. Every communication about an event can be kept in one place with the same
permission-based access that is present throughout Eventuosity.

& Mail
Compose Mail
* Reply
FOLDERS
January 30, 2016 at T:23 AM
& Inbox To: EVEN de Show Exhibitor Template (w/ SUGGESTED DATES)
1 Sent Mail EVENTUOSITY Trade Show Exhibitor Template (w/ SUGGESTED DATES)
= Weights, number of boxes, etc. Ive updated in the task data but wanted you to know
LABELS
SSXSW 2018 W EXHIBITOR LIVE 2013 * Reply S Forward | @& Delete

W SXSW Interactive 2017 ([Exeatuosity Tosm

® USA Hockey Pond Chasplanships Eagle

& Inbox

» Bcard Weeting

Figure 83: Mail and Chat messaging are available in the Eventuosity Inbox

Messages in Eventuosity can be sent to a single attendee, an attendee group,
everyone who is part of an event, only those who are part of a single sub-event or
people assigned to a task. Notifications of new messages are received based on the
profile settings of the end user. All messages can be tagged with event, task,
resource or sub-event data for easy filtering when viewing contents of the inbox.

A
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aa Inbox

Notifications

eventuosity’

FOLDERS
Q Inbox
B3 Seat Ma

LABELS

O SSW2018 B EXHIBITOR LIVE 2013
® Biaach Live: The Exps New York 2017

© ST ANDREWS EXCHANGE PROGRAM
UNCHEON

® itiey bokey Camp 2017

® Buan Flor

® Exhibiter Uve 2017 (Eventusaity Teum Choose L

Propct

Attachments

Choose File

® Boset Weetng Add More Documents

© Bxpot Exped Exhiion Chectbst 2016

N SESW Irneractine 2017 (Evemmaneity Team

Proest

® US4 Hockey Poed Champiorehips Exgle

©IEE Erpol b

6 {Booth ¥1042)
® BaBash Lise: The Eepe New Yark 2016

® et Teeh L (hew

B Teumateru

‘1-

L
Re: This is a subject line

Whats hagpaning [

This is a subject line

Voullowe whit wee dobg ina s

)

m
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Justin Panzer
To : EventManager Demonstration

Re: This is a subject line
November 16th, 2017 04:45pm
@ Inbox

What's happening
- Reply message ———-

You'll see what we're doing in a sec.

‘

T eaxmsierm

‘,-

Justin Panzer

To : EventManager Demaaed
action

Re: This is a sul

November 16th, 2017 0

@ Inbox Reply All

Reply

What's happening Forward

- Reply messadg rrhire

You'll see what we're}
Delete

Figure 85: Eventuosity mobile messaging



Mail
Mail messages in Eventuosity are like a standard e-mail. Reply, Forward and
Reply All functionality is available and attachments are supported.

fa Mail 2
Compose Mail
Compose Mail
FOLDERS
Q Inbox Yo Fent
£ Sent Mail EXHIEITOR LIVE 2018
B Drafts

Team update for our event
LABELS

A

W SXSW 2018 B EXHIBITOR UVE 2018

All,

® sizash L The Expo ew York 201 7 This is for the whole staff. You have access to Eventuosity but | have attached a report just in case you would fike to

have it offline on your mobile. Next meeting is tomorrow at noon.
® ST ANDREWS EXCHANGE PROGRAN

LUNCHEON

@ BizBash Les Angakes 2017

© Hiwtley Hockey Camp 2017

© BizBash Floeda 2017

© Exdibitor Lire 2917 [Eventunsty Feam

Project)

*Choose Label | | * EXHIBITOR LIVE 2018 Q
© SCSW intaaction 2017 [Emmtussty Team
Propect)

Attachments

© USA Hockey Pord Chamgionshigs Eagle

Mr Choose File |

® Bouid Meeting

® Ex0! Eapo! Eafiibetor Chechlist 2016 Add More Documents

© LAEE Egot Expat 2010 (Bsoth #1042

Figure 86: Create mail messages with appropriate tags for filtering

Chat

Chats in Eventuosity are similar to texts or instant messages. Chats are most
frequently used for short communications with instant notification between

parties. Coordination of on-site logistics is incredibly easy with Chat.
[ ® Chat

Start a New Chat

(&) s

Justin Panzor
Who allis on this chat?

October 17,2017
Justin Paner, Justin Prazer,

Figure 87: Chat messages for quick communication between event participants
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Chat can also be accessed by clicking a conversation under the chat bubble icon in
the Message Center. This will open the selected chat in a window on the lower,
right side of your browser’s screen.

Justin Panzer

Eventuosity Support
-3
= We're using Chat to send quick
messages more easily than with
a group text.

A

@a® EXHIBITORLIVE! 2016 (Boo...
.‘. Justin Panzer : Team, if yo

Eventuosity Support
Not bad, huh? | just got
notifications in my web app, on

my mobile and on my Apple

Watch. So did you!
Justin Panzer Eventuosity Support

AR e iy i did it. it's updated

Justin Panzer

:

>

Figure 88: Click the chat bubble icon in the Message Center to open an Eventuosity Chat window in
your browser

Forms

In many event types, organizers require participants to self-populate data to be used
in planning the program. To support this requirement, Eventuosity provides users
with the Forms module. This module allows for easy creation of online forms by the
user through which staff, volunteers, guests, or other participants may submit
information. Forms are displayed in an iframe that may be included in any web

page.

Prior to creating a form, an event must be created. To see a list of active events with
which forms may be used, select Forms from the Home Screen or Task Bar.

Manage People View & Manage Tasks View Event Schedsles

Sudget & Experes View & Manage Resources Virw Beportc

ity.com/torms ohp

Figure 89: Select Forms to open a list of active events for which forms may be created
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Click on an event to reveal the Create Form button and click to begin building your
form.

July Wellness Fair

No Open Registration form Found

Eventuosity Demo

Annual conf take 2

Figure 90: Selecting an event in the Forms module reveals form builder options

The most frequently utilized form type is Registration. The steps below provide
instruction on using the Registration functionality of Eventuosity.

Manage Basic Information Form Fields

Required fields such as email, first name and last name will be pre-selected.
Users may check other standard fields such as address and phone number that
request registrants to submit general personal data.

Test Form

Open Registration Form

~ Email Address v First name v Last name
Address City St/Prov
Postal code v Company/Org name v Title

v| Phone number

Figure 91: Select basic information fields to be included in your form

Manage Custom Form Fields

Next, users may add any number of custom fields. In the case of fields that
require a dropdown selection, enter selections in the Value field separated by
commas. Each custom field has a check box next to it with which the Eventuosity
user can make those fields required by registrants.

== eventuosity



Custom Fields

Label Type Value Required
IMeal preference X Steak, Chicken, Veggie v
Textbox (Use commas to separate entries in your
dropdown list)
Dropdown L
Will you need a hotel room? V canditeinal ) 1 yEs v
Event-Related
Large TextBox
Multiple Selection 2 NO
3
4
5

Level 2: Display field when above value is

[ Whatis your checkind | | Conditional 1 Day1

Level 2: Display field when above value is

5
avthay A
Enter frequent gue Textbox ki
o e i Large TextBox v
Any special requirements? .
[} e Selection s 2
Check all that apply Multiple Selection v 12,34

(Use commas to separate entries in your
dropdown list)

Add More

Figure 92: Add custom fields to your form

There are six field types that may be used as custom fields in a registration form.
They are:

* Conditional - Dynamic presentation of form fields are based on responses
provided by the user. Up to three levels are permitted under a Conditional
field.

* Dropdown - Registrants may select one response from a list of choices. To
create the list, separate values with commas.

* Event-Related - Offer registrants the option to submit their registration
data for multiple events at once. Check the events that you would like
presented in the list.

* Large Textbox - Registrants may provide a response to a question using
up to 250 characters.

= eventuosity
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e Multiple Selection - Registrants may select multiple choices from a list.
Create the list by separating values with commas.

* Textbox - Registrants may provide a response using one or a few words
only.

Specify Form Name and Location

Enter the full domain on which the form will be made available for access by
potential registrants. Once the user completes the entry in this field, the domain
will be validated to ensure the form will work properly based on what data has
been entered.

Then provide a name under which your form will be saved.

hitps://mycompany.eventreg.com

Event Name - FORM NAME
Figure 93: Specify a form name and a web location for it to be viewed by registrants

More Forms Options
Several additional options are available when creating a registration form.

v Require user to set a password?

v Receive notifications for this form? 2

3 Sync with Marketo?

Enable Ticketing? (=

5 Customize acknowledgement email?

Send consolidated event info in email?

7 Accept donations through this form?

m ‘ 5

No. of form views : 0
People registered through form : 0

Figure 94: Advanced registration features

1. Require user to set a password - Registrants will be required to create a
password when using your form for the first time. This will allow them to get
back into Eventuosity to manage their reservation or manage assignments
that you make for them.

= eventuosity
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2. Receive notifications for this form - Choose to be notified by email of each
registration. If this box is not checked, the Eventuosity administrator will
NOT receive notifications when someone registers for their event.

3. Sync with Marketo - Pass registration data from Eventuosity to your
Marketo leads database. Marketo credentials must be entered in My Account.
See the related Appendix for configuring your Eventuosity /Marketo
integration.

4. Enable Ticketing - Create paid or free tickets to your event. Selecting this
option will open the Manage Ticket Types dialog. Tickets may be of various
types, may be limited in quantity, and may include multiple “seats” per ticket.
To accept payments, you must first enter credentials for an approved
payment processor (such as PayPal or Stripe) in My Account.

When Ticketing is enabled, the form creator is given additional options to
determine what information will be presented in the iframe form. The first
option allows the user to remove all payment fields for any non-paid ticket types
that will be selectable in a registration form. No sub-total fields will be shown
when the registrant selects a ticket type that has no associated fee.

%) Enable Ticketing?

Manage Ticket Types

Label People Per Ticket Limit/Max Quantity Price Per Ticket Paid?*

Add More

Figure 95: Ticketing Options

The second option allows the form creator to show registrants how many tickets
are still available in their event. In a situation where a maximum number of any
ticket type is specified, a registrant may see the quantity of that type that remains
for registration/purchase.

Tickets/Registration

-~ a
ype 1 v

Individual Quantity 1

Figure 96: Show available and remaining ticket quantities

5. Customize acknowledgement email - Each registrant will receive an email
confirming their registration. You may specify what is included in this
notification. Selecting this option will open the WYSIWYG message editor
where you may create and design the custom message. Several variables may

A
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be added to the confirmation email in order to include event data in the
message body. Variables are:
*  ##USER_NAME## - the name of the registrant to whom the event
notification is being sent
* ##EVENT_NAME## - the name of the event for which the person is
registering
* ##EVENT_NAME_WITH_LINK## - the name of the event with a hyperlink
to its record in Eventuosity
*  ##AMOUNT## - the total amount to be charged if using Ticketing
* ##EVENT_INFO## - includes event name with link to Eventuosity,
date/time, location with link to Google Maps
*  ##LOGIN_HERE## - Link to Eventuosity login screen. Use when not using
Consolidated Event Information.
* In addition to the Event and People-related merge fields, the following
merge fields may be included in an acknowledgement email to registrants:
» ##TICKET_NAME## - The label given to the ticket
type(s) that was selected by the registrant
= #H#TICKET MAX LIMIT## - Information related to the
maximum number of a particular type still available.
This is the same information presented to the
registrant in the iframe form.
= ##CUSTOM_FIELDS## - Allows the form creator to
specify which registration form data will be presented
to the registrant as a confirmation of their selections.
This requires selection of “In email?” for at least one
custom field in the form builder.

Custom Fields

Label Type Value

Figure 97: Select Custom Fields to be displayed in confirmation emails
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6. Send consolidated info in email - Includes default links to Eventuosity in
the confirmation email to registrants. This feature is suggested for advanced
users only.

7. Accept donations through this form - Perfect for non-profit organizations
and others raising money through events. Selecting this option will add fields
to your registration form for a donation amount and detail to be submitted.
Again, connection to a payment gateway is required.

View Form Information

Click Save to confirm all of your form fields and your form options. Below the
Save button, you will then see information related to your form'’s presentation on
a web page.

Each time the iframe in which your form is presented is seen, the view counter
will be updated. Each time someone enters all required form data and clicks the
Submit button, the registered counter will be updated.

The above are enabled using the iframe code that is provided when your form is
saved. This code is used to create the iframe on your web page. Once it is added
to your page, any updates to your form will be made in real-time. There is no
need to re-publish the code to your page. For assistance with iframe code, please
contact Eventuosity.

No. of form views : 1369
People registered through form : 193
Please use the code provided to make the form available on a web page

Code Snippet

<iframe width=

hitps./fapp. eventuosity.com/open_register.php?
d=576db016cd4bd0 =5

- ></llrame>

Figure 98: Use HTML code snippet to make your form available in an iframe on any webpage

After the code for the validated domain is added to the event web page, the
registration form will be available for use by event participants. An example is
shown below.
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Personal Information

first name last name Tickets/Registration
Purchase Type
address
Total Payment
address
city state zip Corporate/Individual Donation
Company/Organization Rank/Title & T
Corporate/Individual Donor Name
Meal Preference - +  Dietary Restrictions

Special Seating Requests

Account

name on card

CC number MM ooy s ow

Billing Address:

Same as Above (@ New Address

address
address

city state zp

Figure 99: Example registration form. Forms can be made available on any validated website.

Registrant Management

Each person who enters their data through an Eventuosity registration form will
be added to your Confirmed People in the related event and receive a
confirmation notification.

Confirmed Attendees

4 Rehman At [» [ & Keerthi s [» 5 4 Christopher A &
A Luke Ao [» @ 4Gina3sms [* [ A& Christophers =&
4 Ryang===2a [ {§ & Jeffreysmmma [ 8 adericatms &
4. Dinitry S [» @ & Jacqueiine B [» § ATahase R |
A Hamza®e [» {1 & Aexandeses [ § 4 Stanislav Bt P8
2 Micaie > [ & Jarettdme— [» § 4 michhem=m &
A Diane fssmrn [» {3 & Anthony2=s> [ 8 & -Kerri S (R
4. Zachary Creses [» i & Jonathan Camsiier [» § 4Seventm &
4 Cortnie Cosmen [» § 4 Clare Comio [+ © 4 Lauren Commismn 8
4 Jessica G [» [ & Serah Comms [+ 0 & GaryCesm =&
A Jeremy Q= ¢ @ & AshCome [* © 4 AmandaCes =&
4. Brandon Omes [» {3 4 Brian Qe [» §§ A& CEissalmm P
4 Amanda Pay [» §§ A& Graziela Rtde- [» § 4 Christina Cxasion, P |
2 Nick Dawes B 0 4 Mike b= [» £ & Nicole &
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Figure 100: Confirmed People list populated through Open Registration

Eventuosity: Booking Information for Placeholder Event - No Data

~
!t = Eventuosity Support : eventuosity notifications

to support (=

Booking Successful

Hi Support Panzer,

Thank you for registering for the event Placeholder Event - No Data. We have received a payment of $0.00 for the registration from you

Following are the details of your booking :
Panzer-Waitlist-748 (Waitlist)

Please click the link above 1o login and view details of the event

Thank you for your support of the Placeholder Event - No Data.

niuosity

Figure 101: Example confirmation email sent to registered attendee

If you have chosen to receive notifications of bookings, you will also receive an
email with the registrant’s data.

?@ E ity Support via ity Nov 2 -

tome ~

Attendee Registered

Dear Justin Panzer,

A new user Justin Panzer (justinp@noemail.com) has reg as an in Canadian Special Events 2017 using the Open Registration form. Please click here to login

and view details of the event

Figure 102: Example confirmation email sent to Event Creator

If Ticketing is enabled, registrants may edit their registration details. Users may
click a link in their notification email or enter eventuosity.com/bookings.php into
their Web browser to access the Eventuosity Bookings module.

D
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Figure 103: Ticketed registrants may access the Eventuosity Bookings modu

The Bookings Module gives registrants access to their ticketing profile, allowing
them to add preferences, guests, or other data required in order to manage your

0192016 500PM Parzer-Hop Teble-190
Guest Ve £ et
L Add New Guest
- T (e s
-
- I -
B BOOKING DETAILS
-
-1
A Select Sank Tl 8| Select Meal Prefermece
‘ Bookings
Confirmed Guest.
A Guest One ko

Figure 104: Bookings module view

Event administrators can view and edit participant data which includes all
information submitted through the form.
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Figure 105: Single Attendee view includes all data submitted through Registration form

To view or edit the form at any time, or to see updated view and submit counts,
return to the Registration module and select the appropriate event from the
dropdown list.

Langhorne Event

Test Form O

Figure 106: Update a Registration form at any time

Additional customizations are available upon request. Registration
customizations may include connection to a payment gateway, hosting of a
registration site, landing page design, and more.

Additional Product Information and Support

More support resources and product information are available online at the
following locations:

Eventuosity Homepage (eventuosity.com)

Eventuosity Support Page (eventuosity.com/support)

Eventuosity Resources Library (eventuosity.com/library)

Eventuosity YouTube Channel (http://www.youtube.com/user/eventuosity)

( eventuosity



(Enterprise) Master User

Appendix A — Roles and Permissions

Event Creator

Administrator

Scope Account-wide Account-wide Per Event
- Assist Master User and/or
Super-Administrator with
event management functions.
- Event creation and edit - Cannot create or delete
capability. events.
- Can delete own events and - Must be given Admin rights
- Account owner. perform all tasks under events | to then make assignments
- Full create, edit, delete to which they are assigned by and edit project data.
capabilities and ability to | Master User. - Full view of all event data
assign others to roles. - Only available in Enterprise but limitations on editing and
- Will have view of Super- | accounts. deleting (specified below)
Administrator data in - May change notification - May change notification
General Enterprise level accounts | settings settings

Event Creation

Yes

Yes

No

- Cannot change basic what,
when, where

- May add and edit custom
fields data to WHAT

- Can add locations

- Can update location data but

What, When, not delete locations added by
Where Full read/write capability. | Full read/write capability higher-level user or admin
- Add, edit, delete People from | - Can add People that are in
own database in event. both own and event creator's
- May add and remove People database. May then edit or
and/or groups from Master delete them from event.
- Add, edit, delete. User DB. Edits only in the - Can add and edit custom
- Add custom fields and event data for People added to
data. - Edit People to an Event that event by another user. Assist
- May edit or remove were assigned by another User. | in managing custom data
people in event that were | - Add custom fields and data fields that are required for all
added by someone else. for People People
- Create groups. - Create groups. - Cannot delete People added
- May assign roles - May assign roles by another user
- People and Groups of SA | - People and Groups of Master | - People and Groups of
and Admin are accessible | User and Admin are accessible | Master User and SA are
for assignment. People for assignment. People and accessible for assignment.
and groups of others are Groups of others are not People and Groups of others
People not editable editable are not editable

7\ :
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(Enterprise) Master User

Event Creator

Administrator

- Full view of tasks
- Assignment of tasks is
permitted for all tasks.
- May create new tasks and
assign.
- Full read/write and - Cannot delete tasks added
- Full read/write and assignment capability. or assigned by others but may
assignment capability. - May add and edit add people to any task.
- May mark tasks assignments for tasks created - May send task reminders.
complete or incomplete by Master User and Admin. - May mark tasks complete on
Tasks on behalf of another user | - May send task reminders. behalf of another user.
- View all subevents created
by other users under event
- Assign available People to
any sub-event, including those
created by others
- Full read/write and - Full read/write and - May edit locations of any
assignment capability for | assignment capability for all sub-event
all sub-events regardless sub-events regardless of - Create and assign new sub-
Schedule of creator creator events
- Create budgets - Create budgets - View entire budget detail
- View, edit or delete all - View, edit, or delete all - Add expense and revenue
budget data and expense | budget data and expense or items
or revenue entries revenue entries - Cannot edit or delete budget
- May upload expense - May upload expense and line items
Budget and revenue items revenue items - Cannot add budget line
- Full read/write and
assignment capability - Full read/write and - Full read/write and
- Add, edit, delete assignment capability assignment capability
Resources Resources - Add, edit, delete Resources - Add, edit, delete Resources
- See above rows for
specifics of binder access | - See above rows for specifics
associated with different | of binder access associated - See above rows for specifics
modules. with different modules. of binder access associated
- May manually create or | - May manually create or with different modules.
delete Binder folders delete Binder folders - Full binder access
- Add files or links to any - Add files or links to any Binder | - Cannot delete binder folders
Binder folder folder created by another user
- View and access all - View and access all Binder - Can create and delete own
Binder Binder contents contents binder folders
Full reporting capability Full reporting capability with Full reporting capability with
Reports with no restrictions no restrictions no restrictions

7\ :
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Inbox

(Enterprise) Master User

- Create and send Mail or
Chat messages to any
event or account-level
contact

- Create, edit, delete draft
messages

- Assign draft messages to
events

Event Creator

- Create and send Mail or Chat
messages to any event or
account-level contact

- Create, edit, delete draft
messages

- Assign draft messages to
events

Administrator

- Create and send Mail or Chat
messages to any event or
account-level contact

- Create, edit, delete draft
messages

- Assign draft messages to
events

Snapshot View

Full view of Snapshot
data with no restrictions

Full view of Snapshot data with
no restrictions

Full view of Snapshot data
with no restrictions

- Event producer
- Senior event, marketing,
sales staff

- Department head

- Meeting or event planner/
producer.

- Training manager

- Exhibit house project
manager or client account

- Trade show booth captain
- On-site event coordinators
- Organizing Team members
- Client point-of-contact

- Agency point-of-contact

- IT or other internal manager - Exhibitors
Examples central service - Exhibitors - Administrative Assistants
‘ Staff Member Support Team Attendee ‘
Scope Per Event Per Event Default
- Able to VIEW most
event data but limited to | - No create, edit or delete - Default role. Read-only
their assigned items for capability. capability.
edit capability. - Able to view entire schedule - May add notes and files in
- Restrictions apply on of sub-events. tasks to which they are
budget, documentation - No budgeting or reporting assigned.
and reporting. capability. - Very limited access to
- Can be assigned but - Can be assigned but cannot project data if not directly
General cannot make assignments | make assignments applicable.
Event Creation | No No No
- Read only - Read only - Read only
- WHAT custom fields are | - WHAT custom fields are read | - WHAT custom fields are read
read only only only

- Cannot add or change

- Cannot add or change

- Cannot add or change

What, When, location data. May view location data. May view and location data. May view and
Where and get directions. get directions. get directions.
- Read only. - Read only. - Read only.
- Able to see names, - Able to see list of people in - Able to see list of people in
email and organization of | event but not open their event but not open their
all People in an event. record. record.
- May contact other - May contact Admins and - May contact Admins and
People people above only above only
é = eventuosity



‘ Staff Member Support Team Attendee ‘

- See and respond to

tasks assigned to them

- Cannot see tasks to - See and respond to tasks - See and respond to tasks

which they are not assigned to them assigned to them

assigned - Cannot see tasks to which - Cannot see tasks to which

- May edit notes field in they are not assigned they are not assigned

their assigned tasks - May edit notes field in their - May edit notes field in their

- May attach files or links | assigned tasks assigned tasks

to assigned tasks - May attach files or links to - May attach files or links to

- May mark assigned assigned tasks assigned tasks

tasks complete and back - May mark assigned tasks - May mark assigned tasks

to incomplete complete and back to complete and back to

- May view binder folder incomplete incomplete

contents for assigned - May view binder folder - May view binder folder

tasks. contents for assigned tasks. contents for assigned tasks.

- May not view binder - May not view binder folder - May not view binder folder

folder contents of tasks contents of tasks not assigned contents of tasks not assigned
Tasks not assigned to them to them to them

- View entire list of sub-

events - View entire list of sub-events | - View entire list of sub-events

- Export My Schedule is - Export My Schedule is - Export My Schedule is

possible possible possible

- View and update binder | - VIEW ONLY binder folder - VIEW ONLY binder folder

folder contents for any contents for any assigned sub- | contents for any assigned sub-
Schedule assigned sub-event event event

- Can upload expenses

and revenue items into

budget categories but

cannot view entire

budget or see allocations

- Cannot make any edits

or update to budget

- Can only see expense - No budget view - No budget view

and revenue documents - No budget folder contents - No budget folder contents
Budget that they uploaded. view view

- May view full list of

Resources assigned to the | - May only view Resources to - May only view Resources to

event and see their total which they are assigned which they are assigned

allocations - May view binder contents of - May view binder contents of

- No Resource add, edit, Resources to which they are Resources to which they are

or delete assigned assigned

- May add to notes or - May not add any attachments | - May not add any

binder of Resources to or notes to Resources - NO attachments or notes to
Resources which they are assigned EDITING Resources - NO EDITING

eventuosity



‘ Staff Member Support Team Attendee ‘

- See above rows for

specifics of binder access | - See above rows for specifics - See above rows for specifics

associated with different | of binder access associated of binder access associated

modules. with different modules. with different modules.

- Access to binder folders | - Access to binder folders for - Access to binder folders for

for any item to which any item to which they are any item to which they are

they are assigned assigned assigned

- Cannot create or delete | - Cannot create or delete - Cannot create or delete
Binder binder folders binder folders binder folders

- Reporting provides

access only to accessible

data and own

assignments

a) All sub-events - Reporting provides access

b) My sub-events only to accessible data and - Reporting provides access

c¢) Contact listin an own assignments only to accessible data and

assigned event a) All sub-events own assignments

d) My People contact list b) My sub-events a) My sub-events

and full data report c) My People contact list and b) My People contact list and

e) My Tasks - open and full data report full data report

complete d) My Tasks - open and ¢) My Tasks - open and

f) My Resources complete complete

- No budgeting reports e) My Resources d) My Resources

- No binder contents - No budgeting reports - No budgeting reports

reports - No binder contents reports - No binder contents reports
Reports - No Event full data report | - No Event full data report - No Event full data report

- Create and send Mail or

Chat messages to Admin,

SA and Master User only

- No Reply All to any

message received under

and event - Create and send Mail or Chat | - Create and send Mail or Chat

- May view Draft messages to Admin, SA and messages to Admin, SA and

messages if tagged to an Master User only Master User only

event in which they are - No Reply All to any message - No Reply All to any message

Staff received under and event received under and event

- May send messages to - No access to Drafts - No access to Drafts

anyone in own - May send messages to - May send messages to

Eventuosity People anyone in own Eventuosity anyone in own Eventuosity
Inbox database People database People database

- Snapshot view does not

include Project Dates - Snapshot view does not

- No budget status view - Snapshot view does not include Project Dates

- All sub-events included include Project Dates - No budget status view

- Only assigned tasks - No budget status view - Only assigned sub-events

included - All sub-events included included

- Custom WHAT fields - Only assigned tasks included - Only assigned tasks included
Snapshot View | included - Custom WHAT fields included | - No custom WHAT fields

eventuosity
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Examples

Staff Member

- Trade show booth staff
- Internal company
members supporting
events

- Volunteers

- Administrative
Assistants

Support Team

- Vendors and suppliers
- Venue management

- Facilities staff

- Service providers

Attendee

- Ticketed/registered guests

- Customers

- Trainees

- Visiting executives

- Contributors

- Anyone with an information-
only role in event

Scope

Per Event

General

- No create, edit or delete
capability.

- Able to view entire
schedule of sub-events.

- No budgeting or
reporting capability.

- Can be assigned but
cannot make assignments

Event
Creation

No

What, When,
Where

- Read only

- WHAT custom fields are
read only

- Cannot add or change
location data. May view
and get directions.

People

- No view of other
Exhibitors. May see
Admin and above for
contact purposes

- May contact Admins
and above only

D
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- See and respond to
tasks assigned to them

- Cannot see tasks to
which they are not
assigned

- May edit notes field in
their assigned tasks

- May attach files or links
to assigned tasks

- May mark assigned
tasks complete and back
to incomplete

- May view binder folder
contents for assigned
tasks.

- May not view binder
folder contents of tasks
Tasks not assigned to them

- View entire list of sub-
events

- Export My Schedule is
possible

- VIEW ONLY binder
folder contents for any
Schedule assigned sub-event

- No budget view
- No budget folder
Budget contents view

- May only view
Resources to which they
are assigned

- May view binder
contents of Resources to
which they are assigned
- May not add any
attachments or notes to
Resources Resources - NO EDITING

- See above rows for
specifics of binder access
associated with different
modules.

- Access to binder folders
for any item to which
they are assigned

- Cannot create or delete
Binder binder folders

7\ :
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- Reporting provides
access only to accessible
data and own
assignments

a) My sub-events

b) My People contact list
and full data report

¢) My Tasks - open and
complete

d) My Resources

- No budgeting reports

- No binder contents
reports

Reports - No Event full data report
- Create and send Mail or
Chat messages to Admin,
EC and Master User only
- No Reply All to any
message received under
and event

- No access to Drafts

- May send messages to
anyone in own
Eventuosity People
Inbox database

- Snapshot view does not
include Project Dates

- No budget status view

- Only assigned sub-
events included

- Only assigned tasks

Snapshot included

View - No custom WHAT fields

Examples - Trade show exhibitors
=(== eventuosity



Appendix B — Importing Spreadsheets to Eventuosity

What Can You Import?
Import Events (Projects), People, Tasks, or Schedule from spreadsheets.

Events may be imported in bulk from the Create or Manage Events module. This
functionality is available to assist event managers in moving quickly from
spreadsheets to the Eventuosity platform. Start the import by clicking the CSV -
Eventuosity icon on the top right of the Events page in the web application.

People may be imported in the Manage People module and will be in Available
People when you create events and make assignments.

Add New People

e @@
Tasks make up your to-do list and may be imported to any event. Bulk import of

Tasks with associated dates will be an important step in creating User Templates
(see Eventuosity User Guide for more information on templates).

ple Tasks From File

Schedule detail your day-to-day activity and may be imported to any event. Bulk
import of Schedule with associated dates will be an important step in creating
User Templates (see Eventuosity User Guide for more information on templates).

v Schedule

i Multiplé Sub Event From File (.csv of s format
Choase File Upload

A
(== eventuosity



File Format - CSV
Start by opening or creating a spreadsheet (Excel or Google Docs). You'll want to
be sure your output file (the final spreadsheet you use) is saved in a .CSV format.
To save to a.CSV format in Excel use Save As on the File Menu. In Google Sheets,
use Download As in the File Menu.

Excel Iiu Edit View Insert Formw

Callbn4
B 1

15

8

flight hon
mer meet
Dinner - 1
Dinner -t
Registrati
it Hall Hot
1 Setup

Registrati
ce team i
1 Setup (¢
10w meet
it Hall Hot
it Hall Hot
) Tear Dov

New Workbook 3N
New from Template... {3P
Open... %0 |
Open URL... {+30 ‘
Open Recent > i

| 1
Close #EW | z
Save 3#S 3
Save As... 1+ 38S 4
Save as Web Page... =
Save Layout -
Import... :
Share > 5
Reduce File Size... “
Web Page Preview =
Restrict Permissions > 6
Passwords... :
Page Setup... Z
Print Area > o
Print... #EP
Properties...

File Preparation: Events

Each row in your spreadsheet will represent an event (project) and each column
will represent properties to be included in the WHAT, WHEN, and WHERE
sections of that event. Required columns are:

Data to Import

File Edit View Insert Format Data Tools Add-ons Help Last edit was

Share...

New >
Open 38
Rename...

Make a copy...

Move to

Move to trash

Import...

Version history >

Download as >
Publish to the web
Email collaborators...

Email as attachment...

Document details.
Spreadsheet settings...

Print B8P

]|

3 ~ Arial

3¢ Subevent Start C Subevent Start T Subevent End D: Si

02/28/2018
r 02/27/2018
02/27/2018
ot 02/26/2018
02/26/2018
02/28/2018
02/24/2018
02/25/2018

22419018

Microsoft Excel (xIs:

6:34 PM 02/28/2018
10:30 AM 02/27/2018
6:30 PM 02/27/2018
7:00 PM 02/26/2018
8:00 AM 02/26/2018
10:00 AM 02/28/2018
8:00 AM 02/24/2018
10:00 AM 02/25/2018

100N AN N2124172018

X)

OpenDocument format (.ods)

PDF document (.pdf)

Web page (.html, zipped)

Comma-separated values (.csv, current sheet)

Tab-separated values (.tsv, current shest)

* Name
* Type
* Project Start Date
* Project End Date
¢ Event Start Date
* Event End Date
Name Type Project Start | Project End Event Start Event End
Date Date Date Date
Text Text mm/dd/yyyy | mm/dd/yyyy | mm/dd/yyyy | mm/dd/yyyy
dd/mm/yyyy | dd/mm/yyyy | dd/mm/yyyy |dd/mm/yyyy

Dates may be in MM/DD/YYYY or DD/MM/YYYY format. You will be asked to
select the format you are using prior to completing the import.

= eventuosity
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No other fields are required but many additional field options are available,
including Start/End Times, Custom Data Fields, and Location Data as shown
below.

Event Start | Event End | Custom Data | Custom Data | Location | Location Address

Time Time Field 1 Field 2...n Name Columns
hh:mm hh:mm Text Text Text Text (street, city,
AM/PM AM/PM state...)

For best results, use the column headers in the sample spreadsheets available on
our website. See the Eventuosity User Guide for further information.

Note: If your date values are converted to 2-digit years when saving to .CSV
format in Excel, open the application’s edit preferences and place a check next to
the “Preserve display of dates entered with 4-digit years” option.

File Preparation: People
Each row in your spreadsheet will represent a person and each column will
represent properties associated with that person’s profile. Required columns
are:

* First Name

¢ LastName

*  Email

For best results, use the above as the column headers and ensure that each
person’s record has data in all three fields. No other fields required for a
successful People import but you may include additional information as
necessary. See the Eventuosity User Guide for further information.

File Preparation: Tasks
Each row in your spreadsheet will represent a separate task and each column will
represent properties associated with that task. Required columns are:

¢ Task Name

e Task Type

* Due Date

* Due Time

Task Name Type Due Date Due Time
Text Text mm/dd/yyyy hh:mm AM/PM
dd/mm/yyyy

No other fields are required but we recommend you also include the following:

Start Date Start Remind Me | Remind Remind Remind Notes

Time Date Me Assigned Assigned

Ek = eventuosity




Time Date Time

mm/dd/yyyy | hhomm | mm/dd/yyyy | hh:mm mm/dd/yyyy | hh:mm Text
AM/PM AM/PM AM/PM

For best results, use mm/dd/yyyy or dd/mm/yyyy format for all dates. You may
wish to paste your data into our pre-formatted, sample spreadsheets to ensure
data and time values will import successfully.

Eventuosity will import the dates exactly as you have entered them in your file.
Please update all of your dates to fall within your Project window before
importing. Tasks that fall outside of the Project Dates will be imported with the
current date at the time of your upload.

Note: If your date values are converted to 2-digit years when saving to .CSV
format in Excel, open the application’s edit preferences and place a check next to
the “Preserve display of dates entered with 4-digit years” option.

File Preparation: Schedule
Each row in your spreadsheet will represent a separate sub-event and each
column will represent properties associated with that sub-event. Required
columns are:

* Sub-event Name

e Start Date

e Start Time

e End Date
e End Time
Sub-Event Name Start Date Start Time End Date End Time
Text mm/dd/yyyy hh:mm mm/dd/yyyy hh:mm
dd/mm/yyyy AM/PM dd/mm/yyyy AM/PM

No other fields are required but we recommend you also include the following:

Sub-event | Sub-event Street City State Zip or Notes
Type Location | Address Postal Code | (as Custom Field)
Text Text Text Text Text Text Text

For best results, use mm/dd/yyyy or dd/mm/yyyy format for all dates. You may
wish to paste your data into our pre-formatted, sample spreadsheets to ensure
data and time values will import successfully.

Eventuosity will import the dates exactly as you have entered them in your file.
Please update all of your dates to fall within your Project window before
importing. Sub-events that fall outside of the Project Dates will be imported
with the current date at the time of your upload.

2
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Note: If your date values are converted to 2-digit years when saving to .CSV
format in Excel, open the application’s edit preferences and place a check next to
the “Preserve display of dates entered with 4-digit years” option.

A
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Appendix C — Working with Salesforce.com

Given the importance of events in supporting sales and marketing programes, it is
often necessary to share project data between Eventuosity and a Customer
Relationship Management (CRM) platform. With this in mind, Eventuosity offers
Salesforce.com integration for all users.

salesforce available on

AppExchange

Figure 107: Eventuosity is available on the Salesforce.com AppExchange

To send data from Eventuosity to Salesforce.com, look for the Salesforce icon in
various places in the web application. Clicking the icon will open a dialog for the
appropriate actions at that place in Eventuosity.

Figure 108: Click the Salesforce icon in Eventuosity to being import or export actions

The following Salesforce.com-related actions are available in Eventuosity.

| Action Location in Web App | Details |
Add People Manage People >> Add New | Imports selected contact data
People from Salesforce.com into the

Eventuosity People database.

Export People Manage People >> All People | Export selected People data
from Eventuosity to
Salesforce.com’s contacts

database.
Import/Export Events >> Event Name >> Syncs task lists between
Tasks Tasks Eventuosity and Salesforce.com

for the open event

Import/Export Events >> Event Name >> Syncs schedules between
Schedule Schedule Eventuosity and Salesforce.com
for the open event

)
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Appendix D — Integration: Marketo

Many of the events that Eventuosity users manage are part of a marketing campaign.
When tracking the overall campaign activity and results, it is necessary to look
holistically at the programs that are supporting it. Therefore, Eventuosity is built to

integrate with marketing automation platforms such as Marketo.

There are two general categories of Eventuosity/Marketo integration. The firstis
sharing of project data. The second is sharing of event-related sales leads. The
functionality of each is discussed below after a review of the steps necessary to

configure your Marketo integration in Eventuosity.

Configuring “My Account” for Marketo Integration

In My Account, scroll to the Integrations area and click the Edit button next to the
Marketo section. You will be asked to populate three fields to set up your

integration.

Integrations

Payment Gateway AP| Keys
stripe

Marketo API Keys

ol
Marketo

AN

o]

Figure 109: Populate fields in My Account with necessary Marketo credentials

The values for these fields are found in your Marketo account. To obtain them,
log into Marketo and click Admin on the top menu bar.

*nf\ .

Figure 110: Marketo Admin give access to integration settings

N
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From Admin menu that appears on the left of your screen, select Launchpoint
under the Integration heading.

eventuositydev

Admin...
T COGanan
‘s’ Smart Campaign

=3 Email

@ Communication Limits
" Tags
(3 Database Management
[#! Field Management
59 Marketo Custom Activities
49 Marketo Custom Objects
=0 Integration
|3 CRM
% sales Insight
% Landing Pages
@ Munchkin
@ Web Services
%’ LaunchPoint
< Webhooks
7 Single Sign-On

Figure 111: The Launchpoint menu is found in the Marketo Admin panel

You will then see a list of configured services in your Marketo account. Click the
View Details link next to the service to get the necessary information to be
entered into Eventuosity.

Example Rest Service - get le...  Custom View Details

Figure 112: A configured service is required to obtain credentials necessary for integration

Service Creation

Please note that it may be necessary for you to add a Custom service to your
Marketo account for a user with appropriate role/permission level in Marketo.
To add a custom service, follow these additional steps. If you have a service in
place, skip to the section called Obtaining Client Details.

plan auything. pian for evarything
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From the Launchpoint screen, click New >> New Service at the top left of your
menu bar.

Installed Services

Example Rest Service - getle... Custom 0 Active View Details

EventuosityNew Custom 0 Active Vi il
Figure 113: Add a custom service

In the New Service dialog box, add a display name (this may be whatever name
you choose) and select Custom from the Service dropdown.

New Service

Custom

CANCEL CREATE

Figure 114: Service creation step 2 - Name the service

Create a description for your service (something easily identifiable) and
choose the user with whom the service is associated. Then click Create.

= eventuosity’
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New Service

Eventuosity

Custom

Integration with Eventuosity

Select...

someuser@eventuosity.com
some_otheruser@eventuosw
APluser@eventuosity.com

Figure 115: Service creation step 3 - Description and association with a user

The service will now appear in your list of Installed Services so that you may
complete the rest of the integration set-up.

Obtaining Client Details

From the Details box that is displayed after clicking View Details, copy the
Client id and the Client Secret values and paste them into the corresponding
fields in Eventuosity.

Details

GET TOKEN

Figure 116: Get key data from Client Details

={== eventuosity’

plan suything. pias far everythin



Marketo REST API

Next, return to the Admin menu and select Web Services. Scroll to the REST
API section, copy the Endpoint value and paste it into the corresponding field
in Eventuosity.

‘s’ Smart Campaign

(= Email Web Services

@ Communication Limits Manage Web Services

© Tags

b Endpoin; ——
(¥ Field Management Access Status: Active
4% Marketo Custom Activities SIS REES6H:
7 Marketo Custom Objects User D: ——

3 Integration Encryption Key: I
@ cRm SOAP API documentation: http://developers.marketo.com/documentation/soap
& sales Insight '

% Landing Pages

@ Munchkin

#" Web Services

” Endpoint: https:// Xxx-Xxx-xxx_.mktorest.com/rest
LaunchPoint
> Identity: https://152-LFJ)-001.mktorest.com/identity
Webhooks
REST API documentation: http://developers.marketo.com/documentation/rest

/% Single Sign-On

Figure 117: REST API data is found in Web Services

Once you have pasted the Marketo values in all three fields in Eventuosity, click
Save. You will receive a confirmation message in your browser that your
credentials have been updated.

Marketo API Keys
-at
Marketo
Client I b35 N =h53-
I —

=ndPoint U https I

007 .mktorest.com/rest

Figure 118: Paste Client ID, Secret Key, and Endpoint URL in My Account
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Sharing Campaign and Event Data Between Marketo and Eventuosity
Event and campaign information can be shared in both directions between
Eventuosity and Marketo. To initiate the push of data, look for the Marketo
integration icons in the Eventuosity web app. The displayed icon will indicate
whether information is being pushed from or pulled into Eventuosity

A .
—) )y
& V 4

Figure 119: Click the Marketo-related icons to push or pull data

From Eventuosity to Marketo
To add an Eventuosity event as a marketing activity under a Marketo
campaign, take the following steps.

Locate and click the Eventuosity to Marketo button below the WHEN section of
your selected event.

Set Event Dates @
03/11/2018 12:00 AM (]

03/14/2018 11:59 PM (e]

<«

All Day Event New York (Eastern)

Figure 120: The Eventuosity to Marketo button below WHEN initiates the export process

Select the Marketing Activity folder to which you want to add your event and
click Export Event.

@ Export Event to Marketo :

Folders in Marketo: = Campaign v Export Event

*Select Folder to export event into marketo.

Figure 121: Export events to a Marketo folder
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The event created in Marketo will include:
* Event Name
* Description
* Program Type - Set to Event
* Channel - From Event Type

Please note that there are some limitations in Marketo’s handling of event
dates when using the REST API. If your event is not listed with the correct
dates in Marketo, look at the current date (date when you imported) to find it
and adjust the calendar entries.

From Marketo to Eventuosity

From the Events screen of Eventuosity you can retrieve Marketo campaign
data in order to create an Event. To create an Event for a Marketo campaign,
click the Marketo to Eventuosity icon, select the account to which you want to
import (if you are an Event Creator in multiple accounts), click Import Events.

0 Import Events From Marketo :

Import For: | My Account =AW Import Events

Figure 122: Dialog box guides you through an import of Marketo data

Eventuosity will search your Marketo Marketing Activities folders for events
to import. Follow the prompts to complete the import of the marketing
activities to Eventuosity.

Eventuosity can use the following data from Marketo when creating events.
* Name of Event
* Description
* Marketo ID
* Channel (to be used as Event Category)

Please note that Marketo does not require a great deal of data when an event is
created as a marketing activity. If you are unsure of where your events are
after import, go to the bottom of your Eventuosity events page. Events
without a start and end date in Marketo will be located there.
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Connecting Eventuosity Forms to Marketo Leads Database
If you are using Forms to register people in an event, the information collected at
registration can be used to create or update a lead in your Marketo database.

To set up Eventuosity for syncing of captured form data with your Marketo leads
database, you must create a form with appropriate options selected. Start by
going to the Forms module in Eventuosity from the Home Screen or Task Bar.

Select the event with which your form data will be associated and click the Create
Form button or the edit button for an existing form.

-eum-nm A= n

Big Client Repeat Event

N Open Registration form Found

Some Other Event

E} Forms
Figure 123: Use Forms to capture lead data that may be passed to Marketo

Build your form as you normally would. See the Forms section above for detailed
instructions on form creation. Below the main section of the form builder, you
will see a number of options indicating how that form will function. To ensure
that form data is entered into your Marketo leads database, check the Sync with
Marketo box.

‘Sﬁc with Marketo?

“To integrate forms with Marketo; please provide necessary Marketo cradentials in My Account

Figure 124: Check the Sync with Marketo option to link received form data with your leads database

Please note that this box is greyed out and help text appears if your Marketo
credentials have not yet been entered in your Eventuosity account. If you see
this, save your form and exit to the My Account section of the Eventuosity
application (found at the top right of your browser window).

& My Account

£ Logout

Figure 125: Marketo credentials must be entered before forms can be set to share leads data
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You may then return to your form and check the Sync with Marketo box. If your

credentials have been entered in My Account, the checkbox will be available and
the help text will not be shown.

w| Sync with Marketo?

Figure 126: Check Sync with Marketo and click Save to update your form to use Marketo API keys and
account credentials

All submissions through your form will be sent to your Marketo leads database
from this point forward.
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