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Event Registration 

1. Introduction 

1.1 Overview 

The purpose of this document is to describe the overall end-to end process of creating a new 

calendar event all the way through the on-line registration process including using one of the 

available payment gateways. 

This document is primarily written for new users of the system.  However, the more advanced user 

or users with prior event experience may find some additional insights in customizing the event in 

the Advanced User section and/or Frequently Asked Questions (FAQ). 

1.2 Scope 

This document covers: 

 Adding a new Calendar Event 

 Editing the Event – turning on Registration 

 Payment Gateway Processing 

 Event Question development 

 Registration “Back Room” 

1.3 Audience / Affected Groups 

The target audience for this document is: 

 New Users 

 Existing Users looking for tips, tricks and techniques 
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2. Event Registration Overview 

Creating an event that has a registration capability is a multi-step process.  It starts with creating a 

normal calendar event.  Once the calendar event is created, the event can be edited and changed 

into an event with registrations. Defining the Registration capabilities of an event involves many 

steps.  Registration questions, rooms, and a payment gateway are just a few of the items that need 

to be defined. Once the registration module is defined additional data entry fields and access to the 

Registration summary (BackRoom) where registration information is summarized is enabled. 

 

 Note: Creating an event with registration capabilities takes time and some experimentation – 

especially the first time.  Please plan accordingly. 

 

3. Calendar Events 

3.1 Overview 

The Calendar lists all events that have been created for your account/district and/or club. To view 

the calendar from the home page click on the Calendar tab on the menu bar or scroll down to the 

bottom of Section 1.  Double click on either the club or district calendar link. 

 

 

 

By selecting items in the Event Calendar Parameter section of the window you can select the 

Calendar View, Search for a specific event, select the event types to be shown, export the calendar 

to Word, or display the calendar in printer format for printing.  To select an item, click on the check 

box. 
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Two calendar viewing formats are available:  List or Block.  Calendar events are viewed in standard 

calendar format when viewed in the Block format.  Information about the event can be viewed by 

double clicking on the event name as seen on the calendar.   

When viewing the calendar in the List format, as displayed above, events are sorted by date, 

starting with the most current date. Events prior to the current day are not listed by default, but can 

be viewed by using the search options.   

Columns indicate the date and time of the event, event name and location, as well as the club 

name associated with the event (if any). If an event has been set up to accept registrations, the 

“Register NOW” link it will be shown in the Action column. The Action column will display additional 

options depending on the security level of the user. 

Club events are only visible to members of that club. 

Account/district events are visible to everyone in the district. 

 

3.2 Security Levels 

 

Some where we need to discuss the different security levels and what that means. 

 

 

3.3 Adding an Event 

 

An event may be added by selecting an event type from the Select Event Type drop down menu 

within the Calendar view.  
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If viewing events at the Club Level only club events can be added.  If viewing events at the District 

Level only district events can be added.   
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The Add District/Club Event screen will display after one of the above actions is taken. 

 

The Add District/Club Event screen is divided into two sections: 

Section 1 – Event information – where information about the event not relating to schedule is 

entered.  

Section 2 – Event Schedule – where the date and time of the event, as well as any repetition 

options are entered. 

Cancel button – Closes the Add District/Club Event screen without creating the Event. 

Add button – creates the Event and adds it to the Calendar 

Event Status pull-down– Allows the user to make the event active or inactive.  Registration will not 

be visible to the members unless the event is active.  The event status default is active.  

Registrations will be accepted as soon as the event is added to the calendar.  Change the event 

status to inactive until the event is built in its entirety and ready for registrations.  Events in the 

inactive status will appear highlighted in yellow when the calendar is viewed. 
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3.3.1 Section 1 – Event Information 

 

 

Event Name (required) – The name of the event should be entered here. It will be the name 

displayed in the Event Name column on the Calendar. 

 

Enable Registration – The choices determine whether users can register for the event. 

 No – The registration is not active, the Register NOW link will not be displayed on 

the Calendar screen and no users will be able to register for the event.  

 Yes – The registration is active, the Register NOW link will be displayed on the 

Calendar screen and users will be able to register for the event if the event status is 

active.  If the event status is inactive the Register NOW link will only be displayed on 

the moderator‟s calendar view. 

Display in the Multi-Districts Specified -   

 No – The registration is active only in the club or district under which it is entered 

 Yes – The registration is active in the domain that is selected  

 

Short Description – A description of the event may be added in this field. There are many editing 

options available to make the information as simple, or as complex, as needed. 

Location – The event location may be added in this field. There are many editing options available 

to make the information as simple, or as complex, as needed.  Links to maps may also be added in 

this section. 
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3.3.2 Section 2 – Event Schedule 

 

Start Date (required) – This is the date that the event will start. It will also determine when it will 

display on the Calendar screen. The date can either be typed in the field in mm/dd/yyyy format, or it 

can be selected by clicking on the red calendar button to the right of the field. 

TBA – To Be Announced – Selecting this checkbox will enter the event as TBA.  The dates and 

times can be added at a later date. 

End Date - This is the date that the event will end. If it is left blank, this field will be automatically 

set to the same value as the Start Date when the event is created. It will also determine when the 

event will display on the Calendar screen. The date can either be typed in the field in mm/dd/yyyy 

format, or it can be selected by clicking on the red calendar button to the right of the field. 

Start Time (required) – The time of day that the event will begin is entered in this field. It can be 

entered in either standard AM/PM format, or in military time. 

Recurs – determines whether the event only happens once or recurs, and if so, how often. There 

are four choices: 

 One-Time (default) – The event only happens once. It will only be displayed in the 

Calendar one time for the dates specified. 

 Weekly – The event will occur for the number of weeks entered in the For __ 

Week(s) field which is displayed when this option is chosen. 

 Monthly: Day-of-Month – The event will recur on the selected day, for the number of 

months selected in the On the (01-31) __ of EACH month, for: __ month(s) fields 

which are displayed if this option is selected. 

 Monthly: Day-of-Week - The event will recur on the selected day, for the number of 

months selected in the On the __ __ of the month, for: __ month(s) fields which 

are displayed if this option is selected.    
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3.3.3 Add Event 

Click on the Add button to add the event.  When the event has been scheduled the confirmation 

window will be displayed.  Click on the Go To Calendar button to go to the main calendar screen. 

 

 

3.4 Updating (“Editing”) an Event 

Once an event has been created and added to the calendar it may be edited to enable 

registrations.  An event may be edited by clicking on the Edit Form link in the Action column on 

Calendar screen.  The event moderator, the club leaders (if the event is a club event), and the 

district administrators can edit or change an event. 

 

The Edit District/Club Event screen will display when the link is clicked. 

The Edit District/Club Event screen is divided into four sections: 

Section 1 – Event information – where information about the event not relating to schedule is 

entered.  

Section 2 – Event Schedule – where the date and time of the event, as well as any repetition 

options are entered. (This section is covered above in the Adding an Event area.) 

Section 3 - Registration Options – where registration parameters are set for the event. Such as, 

what displays on the Event View and online payment options. 

Section 4 – Event Moderators – where moderators can be chosen from the available list 

Cancel button – Closes the Add District Event screen without creating the Event. 

Clone button – Displays the Event Clone screen, which allow the chosen event to be cloned – 

either within the same district, or elsewhere. 

View button – Displays the Event View screen for the event 

Delete button – Deletes the event from the calendar.  This can only be done if no one has 

registered for the event.  If there are registrations they must be deleted before the event can be 

deleted.   

Update button – Saves all changes made to the Event and returns to the Calendar screen. 
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3.4.1 Section 1 – Event Information 

In addition to the fields described above, there are three additional fields that can now be defined.   

 

 

 

Enter Event URL to upload – If there is a webpage associated with the event, it may be added 

here. 

Enter a filename to upload – documents and photos may be added either by typing the location of 

the file on your computer into the field, or using the Browse button to locate them on your 

computer. 

Confirmation Footer – This field is located beneath the location.  An email confirmation is sent to 

each registrant when their registration is received.  The confirmation email will be added to the 

canned registration message. 

 

 

3.4.2 Section 3 – Registration Options 
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Use Committee – Limits registration for the event to members of the chosen committee. Choices 

are No and Yes. 

 No (default) – does not limit the registration to a specific committee. 

 Yes – will limit registration to the event to members of the selected committee. A 

Committee drop down menu will display when this option is selected, listing 

committees from the current district. 

Use Payment Gateway – determines whether registrants can pay online with a credit card for fees 

associated with registering for the event. There are multiple choices: 

 No (default) – No online payment option will be available for the event.  If there is a 

registration fee, the User will be prompted to pay by check or another means. 

 Yes – a payment gateway will be available for event fees.  If yes is selected the 

payment gateway must be configured. 

 

To set up the payment gateway click on the Payment GW Options button.  A new window will 

open. 
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Click the Add button to begin.  

 

From the Gateway pull down select the desired gateway. 
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On Line Payment GW Parameters – parameters for the payment gateway chosen above are 

entered in this field. These entries determine how the payment gateway will process event 

registration charges. 

Test GW Parameters - parameters for the test payment gateway chosen above are entered in this 

field. These entries determine how the payment gateway test process will run for event registration 

charges. 

Use CATegory Code – determines whether the CAT code(s) (defined in Event Question Admin for 

the event) will be displayed on badges for the event. Choices are No and Yes. 

 No (default) – will not display the CAT code on badges 

 Yes – will display the CAT code(s) on badges for the event – for breakouts, meals, 

etc. 

IMPORTANT:  Space for CAT codes is limited to five (5) printable characters on the badge.  
Appropriate planning is therefore required.  If more than five (5) CAT Codes are defined, 
only the first will be used. 

Use Rooms –  

 No (default) – will not activate the break-out „Rooms” Module 

 Yes – The break-out „Rooms‟ Module will be active, allowing the user to set up a 

variety of break-out sessions.   Refer to the Event Registrations – Rooms document 

for a full description of the break-out „Rooms‟ Module. 

Public Registration –  

 No (default) – only the member logged into DaCdb can register 

 Yes – Enables event registrations by people NOT logged into DaCdb 

Registration Roster – has multiple checkboxes that determine what will be displayed on the Event 

View screen. Checking a box will display that information. 

 Member Name – will display the names of members registered for the event 

 Member Picture – will display the photo of members registered for the event 

 District/AccountID – will display the District/AccountID of members registered for the 

event 

 Address Information – will display the address of members registered for the event 

 Home/Office Phone – will display the home/office phone numbers of members 

registered for the event 

 Cell Number – will display the cell phone number of members registered for the event 

 Fax Number – will display the fax number of members registered for the event 

 Toll Free – will display the toll free number of members registered for the event 

 Email Address – will display the email address of members registered for the event 

 Club Name – will display the club name of members registered for the event 

 Member Since – will display the member since date of members registered for the 

event 
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 Birth Date – will display the birth date of members registered for the event 

 Anniversary Date – will display the anniversary date of members registered for the 

event 

 Classification – will display the classification of members registered for the event 

 Business Info – will display the business information of members registered for the 

event 

 Degrees – will display the degrees of members registered for the event 

 Description -  

 Moderator Information – will display the information for the event moderator(s) 

Email Reply-To – adds a return email address to confirmations 

 

Email notifications – determines if, and to whom, emails are sent to when a registration occurs for 

the event.. There are four options: 

 None – No emails will be sent when a member registers for the event. 

 Registrant only – An email will be sent to the member when they confirm their 

registration for the event. 

 Moderator only – An email will be sent to the moderator of the event when a member 

registers for the event. 

 Moderator and Registrant – Emails will be sent to both the moderator and the 

member when the member registers for the event. 

Registration Information – provides a Registration Questions button, which will open the Event 

Question Admin screen for the event.  For details in building questions see section 3.6 of this 

document. 

Include Fields -– has multiple checkboxes that determine what will be displayed in the back room 

following a registration. Checking a box will display that information.  Using the All ON | OFF  

toggle will check or uncheck all boxes. 

Custom Fields – enable the display of customized data in additional columns in the Registration 

Summary (Back Room) for the event. Field labels can be entered in the Field Label 1 – 4 fields.  

Custom fields are displayed only in the back room and are used to collect additional information on 

each registered user (e.g., class year, past president year) 
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3.4.3 Section 4 – Event Moderators 

 

 

Available Moderators – a list of members that from either the club or the district depending on the 

event with a security level of 3 or higher. These members can be selected and moved over to the 

Selected Moderators area by using the “>>>” button. 

Selected Moderators – a list of members defined as a moderator for the event. Members on this 

list will have their information displayed if the Moderator Information checkbox is checked in 

Section 3 above. Members can selectively be removed from the list by using the “<<<”  button, or 

can all be removed by using the “<<< All” button. 

3.5 Deleting an Event 

An event can be deleted by clicking the Delete button from the Edit District/Club Event screen. An 

event may only be deleted if there are no registrations for it.  Delete the registrations first, if the 

event needs to be deleted. 

Clicking the Delete button will display a confirmation dialog box. 

 OK button – will delete the event and remove it from the calendar. 

 Cancel button – will cancel the deletion and display a confirmation dialog stating that 

the event record was not deleted. 

 

3.6 Defining Registration Questions 

It is often necessary to present the member registering for an event questions pertaining to the 

event.  Questions define how the registration will look to the user.  The questions that are to be 

displayed to users during registration are defined on the Event Question Admin screen. 

The Event Question Admin screen can be accessed from the Calendar screen by clicking the 

Edit Form link for the event.  On the Edit District Event screen scroll down to Section 3 – 

Registration Options, and click the Registration Questions button.  
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Once the Event Question Admin screen has been accessed for a particular event, it will remain 

available by clicking on the Event Questions link in the Calendar menu bar until the Edit District 

Event screen has been accessed for a different event. 

 

3.6.1 Event Question Admin 

 

The name of the event is displayed at the top of the screen.  Questions can be added and edited 

as long as there are no registrations present for the event. 

Questions for the event are listed in the order that they were created, with the oldest first. This 

order may be changed, using the Up and Down arrow buttons, as long as there are no registrations 

present for the event. 

Columns show the Question Label, the actual Event Question, as well as administration Actions 

that may be performed on the question. 

Individual questions may be Copied, Edited, Deleted, and have their position in the list changed by 

clicking on the links or buttons to the right of each question. 

 Copy link – Creates a copy of the selected question at the bottom of the question list. 

 Edit link – Opens the Edit Question screen for the selected question. 

 Delete link – Opens the Delete Question screen for the selected question. (Once there are 

registrations on the event, this link will only display for the last question in the list.) 

 Up button – Moves the selected question up one position in the list. (This button is not 

available once there are registrations on the event.) 

 Down button – Moves the selected question down one position in the list. (This button is 

not available once there are registrations on the event.) 

View button – Opens the View Event Questions dialog window 

Done button – Closes the Event Question Admin screen and returns to the Edit District Event 

screen. 

Add button – opens the Add new question screen. 

If there are any registrations for the event, it will be displayed in red just below the event name. 

When registrations are present the order of event questions may no longer be changed, and any 

deletions must be performed sequentially from the bottom of the list. 
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3.6.2 Add New Question 

To add a new question click on the Add button to open the Add new question screen. 

 

 

The Add New Question screen allows the creation of new questions to be displayed on the 

Registration Form for an event. 

 

Type of Question – This field determines the type of question that will be added.  Select the 

question type from the drop-down box.  Once the question type is chosen different options and 

fields specific to that question type can be defined. There are ten different types of questions that 

may be chosen. Each question type and its associated fields are covered below:  

 

 

 

 

Section and Field descriptions are given below. Not all Sections and Fields are displayed for every 

question type. 
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 Label (new) – The column label for the question. This will be displayed on both the Event 

Question Admin screen (in the “#” column) and, if the “Include Column in Back Room 

report?” checkbox is checked, it will be displayed on the Registration Summary (Back 

Room) screen as its own named column. 

 

 Include Column in Back Room report? – If this checkbox is checked, the column will be 

displayed on the Registration Summary (Back Room) screen. If the checkbox is 

unchecked, the column will not be displayed. 

 Text entry area – The question text is entered in this field. There are many editing options 

available to make the information as simple, or as complex, as needed 

IMPORTANT:  Use the Word Paste Icon to insert a Word created document or text. 

 Selection Options – Defines what the pre-defined set of choices will be for the question. 

 

o D – Indicates this entry is the default. This is an optional parameter and will be the 

default entry displayed.  On a Checkbox, the item(s) will be pre-selected. On a 

Radio Button, the default value will be pre-selected. Multiple values can be pre-

selected with a Checkbox; only one value can be pre-selected using a Radio 

Button. 
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o Value – This is the value stored in the Back Office if this selection is made. Value 

entries MUST be UNIQUE for the registration system to differentiate between each 

item, otherwise multiple entries will be inadvertently selected during registration. 

o Label – This is what the user sees in the Select drop down list. The default value is 

Yes and No. This value can be edited to display something different.  

o Cost – This is the cost if the item selected (if any).  

o CatCode – This is a single character value that will print on the Name Badge if 

CatCode is enabled. 

 Text Box Input Parameters – Define how a Text Box is displayed on the screen. 

 

o Size (Width) – The width in characters visible on the screen. (default is 15 

characters wide, maximum value is 80)    

o Max Length – The number of characters that can be entered. (default is 32 

characters entered, maximum value is 256)    

o Default Value – The initial value the field is populated with. 

 Optional Cost, Quantity, Total and Category Code Parameters – Allows the inclusion of 

Quantity, Cost/Total fields as well as the defaults for those fields. 

 

o Include Quantity field? (default – checked) – If checked a Quantity field will be 

displayed for this question on the Registration Form.  

o Show a default Quantity of – The entered value will be displayed as the default 

quantity for the Quantity field (if displayed). 

o Include Cost/Total fields? (default – checked) – If checked, a Cost/Total field will 

be displayed for this question on the Registration Form. 

o Show A default Cost of –The entered value will be displayed as the default value 

for the Cost/Total field (if displayed). 

o Category Code – The value entered here will be used on badges if that option is 

selected for the event. ??? 
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 Effective Dates – Effective dating a question controls when then question is included in the 

Registration Form. By default, each question is displayed throughout the registration 

period. However, some situations might call for a question to be displayed at a later date or 

be discontinued before the end of the registration (e.g., “Early Bird” discount or Late Fee) 

 

o Start Date – The question will start to be displayed on the entered date. Format: 

mm/dd/yyyy.  The system will default to the current date when the question is 

created. 

o End Date:  – The question will stop being displayed on the entered date. Format: 

mm/dd/yyyy.  Leave blank if there is no effective end date to this question. 

 Back Room Display Options – Provides options to select how the answer to the question is 

displayed on the Registration Summary (Back Room) screen. The value entered (text entry 

fields), quantity, cost or total can be displayed for each registration entered. 

 

o Display the Value of the text field entries – if checked, will display the value 

entered by the user in the question text entry field during registration. 

o Display the Quantity for the item – if checked, will display the quantity value used 

for the question by the user during registration. 

o Display the Cost for the item – if checked, will display the cost value used for the 

question by the user during registration. 

o Display the Total for the item– if checked, will display the total amount for the 

user‟s registration, for the question. 
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 Back Room Summary Options – Determines the summary (totaling) options across all 

registration entries. Each question, which is represented in the Back Room registration list 

as a column, can be totaled and summarized at the bottom. Note: Not every question can 

or should be totaled. This is highly dependent on the type of question being asked and the 

data that is being collected. 

o Tally each unique item – totals each unique choice made by the user, for the 

question. (e.g. count the number of Yes's and No's) 

o Sum the Quantity field (if present) – Totals the quantity of items ordered 

o Sum the Total cost field (if present) – Accumulates the total dollars 

3.6.3 Edit Question 

All questions can be edited by clicking on the Edit link, to the right of the question, on the Event 

Question Admin screen. 

When editing a question, make any changes necessary and click the Update button. 

The Sections and Fields available to edit are the same as those described above in the Add New 

Question section. 

Cancel button – Cancels the update of a question and returns to the Event Question Admin screen 

without making any changes. 

Update button – Saves any updates made to the question and returns to the Event Question 

Admin screen. 

3.6.4 Delete Question 

A question may be deleted by clicking the Delete link, to the right of the question, on the Event 

Question Admin screen. 

Any question can be deleted if there are no registrations for the event. 

If there are registrations for the event, only the last question in the list may be deleted. 

Cancel button – Cancels the deletion of a question and returns to the Event Question Admin 

screen without making any changes. 

Delete button – Displays a deletion confirmation dialog box. 

 Ok - The question is deleted and the Event Question Admin screen is displayed. 

 Cancel – A confirmation dialog box is displayed noted in that the question was not deleted. 

 

 

 Note: After all questions and other options have been defined the event status flag must be set 

to active to allow for registrations. 
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Event View 

3.7 Overview 

The Event View gives members a way to quickly see important information about an event (and 

optional who is registered for the event) before registering for it. Clicking on the name of an event 

from the calendar screen brings up a pop-up window with the Event View.  

 

Information displayed on the Event View is entered when the event is initially added and/or when 

the event is edited. See above sections on Adding and Updating events for more information on 

each topic. 

Below is a typical Event View screen. This information will be displayed for every event in the 

calendar. 

 

To Word button – allows the Event View to be saved as a Microsoft Word document. 

Cancel button – Closes the Event View window 
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3.8 Roster Display 

The Registration Roster plays an important role in displaying additional useful information to users. 

When options are chosen on the Edit event screen, the selected information is displayed on the 

Event View. 

 

Shown above is a view of an event‟s Registration Roster. It has four options selected on it.  

Shown below is an Event View screen for an event, with the Registration Roster information 

displayed. 

 

 

See the above section titled “Updating (“Editing”) an Event” for further information on how to use 

the Registration Roster. 

 

 

 

3.8.1 Export Options 

The back-room information can be exported to Excel.  Select all members to export the entire list 

into Excel.  
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4. Registration 

 

4.1 Overview 

Members may register for events by clicking on the red Register NOW link in the Club column on 

the Calendar.  Clicking on the link will open the Registration Form dialog window for the event.  

Each registration is uniquely defined by the person(s) that created the event. 

Making a registration is three (3) step process: 

1. The custom registration form is presented to the Member registering.  The registration form is 

custom designed with one or more questions or data entry fields defined. 

2. The verification form is displayed after the user completes the data entry on the registration 

form.  The verification form also displays the payment options if there is a cost associated with 

this event.   

 Note: Until the Verification Form is submitted, no registration record is created.  The User has the option 

to cancel out or go back and change entries. 

3. The confirmation screen is displayed confirming the registration.   It is at this point, if the option 

is selected, and email will be sent to the user making the registration. 

4.1.1 Registration Form 

A Level-1/2 member registering for an event will have their name and contact information pre-

populated into Registration for area. 

The Level-5 Area Governor can enter registrations for all users within their Area. 

The Level-6 District/Account Administrator or above can make a registration for any member within 

the district/account. 

Once a member has been selected from the list, the member‟s contact information will be displayed 

in the Registration for area. See below if the event has multi-account registration options enabled.  
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The Event Name, Description, Location, Event Date, and Event Start Time will be displayed in the 

next section. 

In the following section, any event questions that have been defined in the Event Question Admin 

area for the event will be displayed. 

At the bottom of the screen there is a Total Amount Due field which tallies any fees in the above 

sections. 

Cancel button – Cancels the registration and closes the Registration Form dialog window. 

Register NOW button – Processes the chosen options for the member and displays the Verify 

Registration screen. 
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4.1.2 Verify Registration 

 

 

On the Verify Registration screen all of the above information and user selections will be displayed 

in a read-only format. If any changes need to be made at this point the back button can be used to 

return to the Registration Form screen to make any changes. 

Cancel button – Cancels the registration and closes the Verify Registration dialog window. 

Back button – Displays the Registration Form screen 

Save This Page button – Saves the Verify Registration page in HTML format 

Print This Page button – Sends the Verify Registration page to the printer 

CONFIRM REGISTRATION button – Actually creates the registration and adds the member to the 

list of people registered for the event. It will also cause any emails that have been defined on the 

Edit District Event screen to be sent. A thank you page will be displayed.  
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4.1.3 Thank you for Registering 

 

If a member with a security role between 1 - ???  registered for the event, the registration process 

is complete. 

If a member with a security role between ??? – 6 registered for the event, the registration process 

is complete for the selected member. Additional registrations can be made by clicking the Register 

Another Person button. 

Register Another Person button – Returns to the Registration Form so that another member can 

be registered. 

Close button – Closes the Thank you for Registering dialog window. 

 

4.1.4 Multi-Account Options 

If the event has the Multi-Account option set to Yes on the Edit District/Club Event screen, the 

Register Member drop down list will be replaced with a search field and button. This is to limit the 

number of users displayed as there are a very large number of users under the domain level. 

Initially the Register Member search field will display the member‟s name who is logged in. 

To use the Register Member search field, at least two characters must be entered and the “...” 

button clicked. This will display the Find Member dialog window. 

The Find Member dialog window displays a list of members based on the search criteria provided 

within the domain defined on the Edit District Event screen. The list is ordered alphabetically by last 

name within each district, which are ordered from lowest to highest district number. 
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A member can be chosen by scrolling through the list of search results and selecting the radio 

button next to the member‟s name. Once this is done, the Find Member dialog window is closed. 

Close button – Closes the Find Member dialog without making a selection. 

After this point, the registration process is the same as listed above. 
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4.2 Registration Summary “Back Room” 

4.2.1 Overview 

The Registration Summary – or “Back Room” – is where all registrations for an event can be 

displayed, edited, deleted. They can also be exported into different file formats, and have badge 

reports created. All (or selected) registrants can also be emailed at once via one button. 

To access the Registration Summary, click on the Backroom link in the Action column for an event 

from the Calendar screen.  

 

 

A table is shown is displayed showing all members that have registered for the event. The columns 

in the table are determined by choices made in both the Edit District/Club Event screen and the 

Event Question Admin screen. 

 

Columns that are displayed for all events are (from left to right): 

 Select All (checkbox) – checking this checkbox checks all checkboxes below it – 

selecting all the registration entries. 

 Edit – clicking on the button in this column displays the Registration Edit dialog window 

 Del – clicking on the button in this column displays the Registration Edit dialog window 

with the delete button 

 Paid? – shows whether or not the registrant has paid the registration fee 

 Amt Paid – Shows the amount paid by the registrant. 

 Amt Due – Shows the amount due for the registrant. 

 Check No – displays the check number used to pay for the registration 

 Member – displays the name of the registrant 

 Include Partner? – Displays whether or not a partner was included on the registration 
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 Club – Displays the Club name of the registrant 

 Badge Name – Displays the badge name of the registrant 

 Badge Title (Guest Speaker) – Displays the badge title of the registrant ??? 

 Email – Displays the email address of the registrant 

 Registered – Displays the date the registrant register for the event 

 Business Position – Displays the Business Position of the registrant 

 Business Name – Displays the Business Name of the registrant 

 Address – Displays the Address of the registrant 

 Home Phone – Displays the Home Phone of the registrant 

 Office Phone – Displays the Office Phone of the registrant 

Refresh button – Refreshes the Registration Summary page. 

To Word button – allows the Registration Summary page to be saved as a Microsoft Word 

document. 

To Excel button – allows the Registration Summary page to be saved as a Microsoft Excel 

spreadsheet. 

Badge Report button – displays the Event Report screen so that badges can easily be generated 

for all registrants. 

PMAIL button – Displays the EZ-Link dialog window so all registrants can easily be emailed at 

once. 

Update/Apply Changes button – Certain fields (Amt Paid, Check No, Badge Title (Guest Speaker) 

can be edited directly from the Registration Summary screen. Those changes are saved when this 

button is clicked. 

4.2.2 Search and Filter 

The list of registrants for lager events can get very long, so the list can be both searched and 

filtered. 

Last Name – Letters appear here representing the first initial of the last name of members that 

have registered. Clicking on the letter will return all members with a last name starting with that 

initial. 

ALL – selecting this link will display all registrants for the event 

Search – enter in search criteria into this field and click the Search button to search the 

Registration Summary for the event. 

Filter By – Will filter the Registration Summary table according to the radio button selected: 

 Paid – Displays all paid registrants 

 Unpaid – Displays all unpaid registrants  

 All – Displays all registrants 

4.2.3 Registration Edit 

Once registrations have been created they may be edited by users with the sufficient security level. 

??? 



DaCdb Event Registration 
END USER DOCUMENTATION 

Confidential  Infusion Group, LLC. Page 33 of 38 

A registration record can be edited by clicking on the “pencil” button in the Edit column of the 

Registration Summary (BackRoom).   Clicking the “pencil” button opens the Registration Edit 

window. 

 

 

From the Registration Edit screen all fields from a member‟s registration can be edited. Including 

the selections that were made in any event questions and whether they have paid or not. 

To edit any field, click in the field and type in the changes. 
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// the spouse attending field was removed and listed in the question items in the right position. 

 

Cancel button – Cancels the edit and closes the Edit Registration dialog window without making 

changes. 

Update button – Saves any changes made to the registration record and closes the Edit 

Registration dialog window. 
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4.2.4 Deleting a Registration 

A registration record can be deleted by clicking on the red “X” button in the Del column of the 

Registration Summary. 

Clicking red “X” button displays the Registration Edit dialog window with the delete button 

Cancel button – Cancels the deletion and closes the Edit Registration dialog window without 

making changes. 

Delete button – Deletes the registration record and returns to the Registration Summary display. 

IMPORTANT:   One a registration is deleted; the information is lost and cannot be recovered.  If a 
registration entry inadvertently deleted, it must be reentered. 

 Note: The calendar event cannot be deleted until all the registrations are first deleted.   

 Note: The registration questions/entries displayed as part of the registration can not be repositioned if 

there are existing registrations.  To reposition a question, ALL the existing registrations must be 
deleted. 
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5. Advanced User Techniques 
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6. Frequently Asked Question (FAQ) 
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APPENDIX A Definitions, Acronyms, and Abbreviations 
 

 Component   Any software system or subsystem that can be factored out and used across 

multiple systems or applications. 

 

 Database   A collection of information that is organized so that it can easily be accessed, 

managed, and updated. 

 

 DBMS (Database Management System) - A database management system, sometimes just 

called a database manager, is a program that lets one or more computer users create and 

access data in a database. 

 

 DDBMS   (Distributed Database Management System) – A Distributed Database 

management system is a centralized application that manages a distributed database as if it 

were all stored on the same computer. The DBMS synchronizes all the data periodically, and 

in cases where multiple users must access the same data, ensures that updates and deletes 

performed on the data at one location will be automatically reflected in the data stored 

elsewhere.  

 

 HTTP (Hyper Text Transfer Protocol) - A transport protocol defining how messages should 

be formatted and what action servers have to take on them.  

 

 JVM (Java Virtual Machine) – A runtime java interpreter implementation that allows the 

execution of Java applications, applets, Servlets, etc… 

 Relational Database   A collection of data items organized as a set of formally-described 

tables from which data can be accessed or reassembled in many different ways without 

having to reorganize the database tables.  

 

 RPC (Remote Procedure Call) - A protocol which allows a program running on one host to 

cause code to be executed on another host without the programmer needing to explicitly code 

for this. 

 

 SOAP (Simple Object Access Protocol) - A lightweight, XML-based messaging protocol that 

contains an envelope, header, and body, designed to exchange information in a decentralized, 

distributed environment. 

 

 XML (eXtensible Markup Language) - A language specialized for Web documents, enabling 

the creation of tags customized to the company's needs and business logic. It not only has 

data but also contains metadata. It uses a DTD or a SCHEMA to describe the data. 

 

 XSD (XML Schema Definition) - Describes the syntax and grammar of a well-structured 

XML document. 

 

 


