

https://events.fin.queensu.ca/cgi/login.cgi
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https://events.fin.queensu.ca/cgi/page.cgi/event.html

Space available needs to be filled in for people to be able to register — this can be an es mate but will
cap registra ons when the count is reached. If an event has no cap then inflate the number so
registra on is not limited.

s = T = E | s

On the Registra on tab you can setup defaults, ques ons, messages, and mandatory fields:

If you enable the cancella on policy, COVID policy, or photo consent in “Se ngs” you will need to also
populate a corresponding Registra on Message.

31



The se ngop on “Display the answers to the registra on ques ons on the confirma on” is not
applicable as it is only for non-e-commerce transac ons. If the answers are required in the confirma on
emails refer to the merge code document.

Seitngs  Registralon Questons  Regisiration Messages  Mandatory Ficld Sethngs

a walting list once the event s full
- Autamalk,al; CC the nrganl:mr when a confirmation of registration i sent

Ensble online purchases

Use Canadian spelling for the word. ‘chaque’
Disable sponsor banners and logoes

Event with no paymant, ﬂ:ﬂultm. ar merchandise

Qe

Event with no payment i 1
Ena 2% 2
Enable COVID puiq' checkbow on the registration form

Enable Photo consent checkbox on the registration form

Display the answers to the wm twasﬂms on the confimation

FFp—— I
| + Submit

Here you can add ques ons specific to your event.

olofal

The collec onno ce will be mandatory for all events and will be added when your event is set up — do
not delete this ques on.

= - ey T R m] AN TS TR e e O e

i T e

argl. Int lacis

~efia

A

1l g izene
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Registration Questions

& record(s) found

OPTIONS

Add new question | View answers to all quastions

Please confirm which Faculty/'SchoobProgram your student is attending

1] 2 |Doyou ragys
%] |3 |Wfother, pleasa specify

this a more inclusilie and bamerfres eveni® L _v

MnmmrwﬂmmMS M 1, ;
[=] |4 |Dayourequire any other accommodations? Loty Bty Fent nput
Qmamm#ﬂmmmhmmpusmunﬁy%xmm services, and faciites mat

mapﬂdﬁmd@ﬂﬂy.mdniepmdmmﬂfmﬂ WPl disabnites. Are thers any siens we can [ake to make
o

=

=] |5 [How did you hear sbout SOAR?

%] |6 |if other, please specify
Please speciy e olher way you heard aboul S0AR

=

Custom Registration Mol

11 record|s) found

You may add custom messages to various peints in the registration process, to further inform your registrants

Top of First Ragist

2 [Tep of Second Registratiog

Screen |

Top of Paymsnt Op‘@u |

Below inveice = —

Below FaxForm -k

Below Mating A

Final Screen

ation

[Cand | Sllation Palicy [SOAR tickets are non-rehundable and al sales ars final

[COVID Poliy inine m Cunt roviecel snd Uk haeth gidance, The unhversity's suspene buial
2@ | |ﬁm Consent %}’S- e ey o 7 T

) (2| [Promo Code Message | |
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Confirmation Emails Send Invite Email Lists Target Groups
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Back to the Main Details tab and under this the various sub-tabs is where to further set up your event.
Go through each tab and add in applicable informa on for your specific event.

Main Details

Ewveni Contacls Fees Adiviies Merchandse Evend Picture Event Logo  Facillies FProma Code

il I3 ][] illleer il[F=2] 11

Main Details  Times & Dabes  Main Contact  Mading Address

"S0AR" M = _. ]

Main Details

-

Msin Details  Times & Dales  Main Contset Mailing

“SOAR" Times & Dates® ]

Staridate =0
Jul wl0s ||2023 |

End date I
Jul b | L II| LUED w‘j I
Stari time |

=gt MU PV TS

—

End tima
4 w|{00w|[PMw

A
Apr w][30 |[2023 |

Registration End Date

« Submit | | X Cancel | | < Reset |
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In the Main Contact tab, the email address must be filled in. This is the “From” email address that the

pla orm will use to email your confirma ons, registra ons, and updates. Ifle blank email no fica ons
will not be sent for your event.

Main Detalls Times & Dates Main Contact  Waling Address  Event Contacts  Fae

"SOAR" Main Contact

F AmE.
St Offica |

Last Name
Queen's University

Title
Telephone
613-533-5882

Fax

#_
\:‘”lﬁd FEDRiRNCADUARTSY ca

| o+ Submit | |men¢1 | |-3,an

In the Mailing Address tab, fill in the address you would like to appear on your registra on
invoices/receipts.

Main Details  Times & Dales Main Contac Mailing Addvess  “vent Contacts

"8 =l AR Mailing Address

Attention

| Quasen's Uniyfii s ]

Address
| 145 Stuart St

Address
[2nd Flaar LaSalle, Queen's University

ciy
| Kingston

State/Province
| Omtario

Zip Code/Postal Code
|k 2ve

Cauntry
|Canada

Js‘i.'E”i.i'é‘g | % Cancel | | 2 Reset
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In the Fees tab, add in all applicable ckets. If your event is free afee iss Il needed to be added just
enter the cost at $0.00.

When the eventisini ally set up — there is a default $1 fee — this can be modified for your first fee by
clicking the “Registra on” link.

Fee Groups can also be added if you want to group fees by day for example.

Main Details

1 record(s) found.

[oLAdd new fee

" There are no records 1o report

Main Details  Times & Dates  Main Contact  Mailing Address  Event C:

Registration Fees

1 |Faculy ul
2 [Faculty ﬂlM.l nnﬁ S:nmn Frldly July T 2023

3 |Bader College- Saturdey® , —

“" ‘rﬁm&'ﬂmmr Fiand BT Lo

.-o- -
| d) WS e | &
5

s
= s IFamll)' of Ants and Science - Sunday, July 8, 2023 |active [N lo [sas.00f0 |Jury9.2ﬂ_2-3 |+ dulys, 2023 |
[ E il ALERalnag doa ApiAnrEad Sckan 95w Efiday Il dd 207 Lartie TH . :‘-.J.%L'J‘"I" --.JI g A ooy b 243
= |7 |Faculty of Health Sciences - Friday, July 14, 2023 |.1uhr1£. 2023| » July 14, am‘
<] |8 [School of Nursing - Friday, July 14, 2023 .

5 [Smith School of Business (Commerce) - Friday, July 14, 2023

10 |Faculty of Engineering and 2=
BT

= " ‘].,.'._,'.- R b Lo 2z i

10|Page



Required fields when adding a fee is:

Status

Name of fee

Space available -

if you leave it at O registrants will not be able to register.

Fee —if the event is free s Il need to enter as $0.

Taxable

Main Details

Far member anly
Status

Hame of fea

anicﬁlﬂn 5

&dd Anothar Registrant

Additional Reglstrant Limit
Rank

Spaca available

11| Page

Wi E;-eut;' Times & Dates  Man Contas] Maling Addiess Evenl Contads Feas Adhies

Meschandide Ewes] Padduié Evenl Logs Facl

Oy ON
| active 'r'
|qu.i.'juﬂ'Eng ﬂ;ndwmﬂm FI'H‘.IH' Juh-‘M 24

| Facully of Arts and Science - Thursday, July &, 2023

O Facuity ':‘”'“‘E E....-l Sriame -7 2022
| Faculty of SR W"..:H T :
|| Faculty of Arts and Science - Sunﬂar e ; )

Biader Collage - Saturday. July & 2023

Smith School of Busingss (Commarce) - Friday, July 14, 2023

| Smith Scheal ufEl.ulna-::lC:-mm-urn] Saturday, July 157 2023

[ Faculty of Engineeting and Are,
| Faculty of Engineeaning ana A
| Faculty of Heakh Sclences - Frlly

| Guest- Thursday,
1 Guast - Friday, Jusy'J

School of Nursing - Friday, July 14, 2023

) Guest - Satwrday, July 3

_| Guest - Sunday, July ¢ °

E
o
D

Guast - Fridg:
Guast - Saf Ay, J.Hl‘l!'{ (] .:ud%

| Guest - Commeree - Friday_July 14, 2023
O Gueks -5



July 6, 2023
] July 7, 2023
Registration count towards [ July 8, 2023
[ July g, 2023
[ July 14, 2023
] July 15, 2023

Faa sl :— -

®y ON Taxable
|Ju|1,t 6, 2023 v Fee Group:

Invoice Text (Text in this field will display for this fee

only. It

undefthe.ﬁegir;trai.idr;-tab.):

s Vi

[fnr . wll2a | [2022 | . . _. Fady Bird Mitnf Nata

Fee

N aa e W5 BRFOET A b LS ]
Enable Late Fee Ragistration Oy ON
| ate Fas Start Nate ) - [Apr wlloa  llonon 1 _
Fee sfo
[ cubmit | [ scanral L [@pnean ] oo
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Op onal fields can be used for early bird and late registra on. Using the Fee Group to group fees if
needed. As well as linking dependent fees on each other.

Note: the member only op on is not applicable to our setup as this is only applicable if there is a
member management system being integrated.

Main Details

= AV B - o — Coarmanmalbes ==
—— —— ]
% v Status active
B = = e = . o ce =
L T — L i T !
ition Descrig

I_| Faculty of Arts and Science - Thursday, July 6. 2023

[l Earulty nf &rte and Sriance  Eddae ke 7 3092

<l A =i e e, ST

s} El.nd‘AnnUE.!d.SI{UPJ'ICE&;i-FIj-III':d_ﬂyL.]Ill\Ll1;'; 7&?3 BT T R =

. Schus i g 4 202

|2 Additional Registrant Limit

= - — N - - - - [ JUR S —— -
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July 6, 2023
) July 7, 2023
Registration count towards [ July 8, 2023
] July 3, 2023

| July 15, 2023

Ac vi es are for items like a meal add-on for registrants — they can be free or have their own price.




‘ Merchandise

|
0 record(s) found

{) Add new group () Add new merchandise

E. ol
| |There are no records to

A picture for your event can be added to display when people register for the event. Thisis di erent
than the logo which appears on the confirma ons/receipts.

The logo is the Queen’s University logo and should not be changed.

"SOAR" Event Picture

FUUUCIIV LAY

First-Year Foundation

ha . 4

You can usa the form bebow o addiupdate your Evant Picture
= Remove this Event Picture

Add/update event picture

Event Photo

[ Cracse Fo ] i chosen
=

Instagram_Posts_1080x=
Remave this file: C

[ submie | [ ¢ Cancel | [ Reset |

m
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Facili es— can be added by event. This can then be added in the Main Detail tab once your fac
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