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1 Register

In order to run your event on Participant you will firstly need to
register as an event organiser. To register;

1. Click the register menu item in the top right hand corner.

Mot an Organiser? I register | sign in

Event organisers can either register as an individual or organisation.
Registering as an organisation allows you to enter your organisation
details and have multiple event organisers.

2. To register as an individual enter the mandatory information,
read and tick the Terms and Conditions and click Register.

Title | Mr [=]
FirstName*  |First Name
Sumame®  |Surname
Email address*  |support@Participant.co.uk
Confirm emall*  |suppont@ Participant.co.uk
Password®  |esessses

Confirm password®  |esesseses

[# 1 have read and accept the
Partner code Register ©

3. To register as an organisation click the appropriate menu

item.

Register as an individual r

In order to register as an organisation enter the mandatory
information, read and tick the Terms and Conditions and click

Register.

Title

First Mame*
Sumame*
Email address*
Confirm email*
Password*

Caonfirmn password*

Partner code

W =]
First Name

Sumame
support@participant co.uk
support@participant co.uk
(1111111}

Organisation mame* Demo Organiser
vourrole  |Event Organiser
Cwganisation type  |Event Management
Address* | 1st line of address

Town / City*  |London
Fost Code*  |KT124RZ

Country* | United Kingdom El

have resd and accept the

Once you have successfully registered you will be displayed your
Participant administration home page. For instructions on creating
an event go to section 4.




2 Signing In
Once registered, you can sign in and create your first event.

1. Click the sign in menu item in the top right hand corner.

Mot an Crganiser? LS [E1E= AT IRy

2. Enter your email address and password and then click Sign in.

organiser sign in

FPlease enter you email address and password below.
Email scc'Eiilsuppurb@F’articipant.m.uk |
Password |--u---u---u. |

Contact us: support@Participant.co.uk

3 Home page

The homepage is the first page that is displayed when you sign in to
Participant.

1. Your latest events. This section displays the 5 events with the
earliest ‘Registration End’ date that have not passed. Click
‘More>>’ to view all your events.

your latest events

20
0200
200
/20K

2. Your latest transactions. This section displays the 5 most recent
transactions for your events. Click ‘More>>’ to view all your
transactions.

your latest transactions

Event name Price Category Order Number Paid Price (£) Participant Emsil address
Early Booking Price 864632 26/08/2011 13:32 30.00 ‘Sumame, First Name support@parficipant co.uk Refund ©
Early Booking Price 564674 26/08/2011 13:29 30.00 ‘Sumamed, First Name4  support@parficipant.co.uk Refund ©
Full Price 864635 26/08/2011 1254 50.00 ‘Sumame3, First Name3  supperi@participant.co.uk Refund ©
Early Booking Price 864626 26/08/2011 12:48 30.00 ‘Sumame2, First Name2 support@parficipant co.uk Refund ©
Early Booking Price 864520 26/08/2011 1138 30.00  Sumame?, First Name1  suppori@parficipant co.uk Refund &

More ==




3. Your latest settlements. This section displays the 5 most recent
weekly settlement reports which have been processed. Click

‘More>>’ to view all your settlements.

your latest settlements

4 Creating an Event

As a registered event organiser you can create an event from scratch or by
copying one of your other events. To add or copy an event, follow the
steps below.

ek Click the ‘My events’ menu item at the top of the page.

rEports Isation
R | EOU
—_—

Referenca Account Zross Cupaid
P ant p =n1wesk 24 1234 00,00 30,00 JoTTTm T
P ant p SNl wee 1234 00,00 30,00
P ant p and week 32 1234 00,00 30,00 1
P ant p 1234 00,00 30,00 09/0&2011 1513
P ant p 1234 00,00 30,00

Contact us: support@Participant.co.uk

n2ne224 1s-42lick the appropriate add or copy menu option. If you are adding
an event:for-the first time then you will only be able to select ‘Add
new event’.

Add event
View my evenis |L o

3. If you adding a new event then click ‘Next'.

select event type

Add new event

Copy an existing event




4. If you copying an event then select ‘Copy an existing event’ and 4.1 Event details
click the event you wish to copy.

It is now time to enter the main details of your event. Use the spaces
Aid new event . provided to enter the following information. All details must be entered in

Copy an existing event less indicated below.

1. Enter your event name.

Select year 201 IZ‘

Location

I:I 1st line of address Town/City

1st line of address T

Example Event 1

1st line of address Town/City 26/08/2011

2. Select your category and sub category of your event.

If your event does not fit into one of the categories, please contact
our support team by email on support@participant.co.uk

Category Carporate El
Sub Category Entertainment El

Contact us: support@Participant.co.uk 4
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3. Enter/ select the dates and times of your enter.

A Pop-up calendar () and 24 hour clock () is available to
make it easy to enter the event dates and times. Choose whether
you want the dates and times to be displayed by using the Visible
/ Hidden’ drop down options.

Start date & fime

03,/09/2011 B st [1zoopM | (5 Visible [ 4 |
End date & time

03,09/2011 B =t 500 P M [\isible [«
Registration opens date & time

240872011 5 et [1n00AM | T Visible [ |

Registration closes date & time
020972011 B st [12:00 M 0 Visible [ |

Contact us: support@Participant.co.uk

4. Enter the location of your event.

The first line of the address and a ‘Town/City’ must be entered.
Entering a Postcode will create a Google map link on your event
page which will assist your participants to find the event location.

Address 1st line of address

Town/City | TowndCity

County
Posteode  [ABT1 1AB
Country United Kingdom El

5. Enter the event host details.

The ‘Host phone no.’ field is optional.

Host name Cotech LK Lid
Host email supporti@participant.co_uk

Haost phone no.



http://maps.google.co.uk/

4.2 Event details — Prices (Paid Event)

1. Add event prices. If you wish to create a free event then select
‘free event’. For more information on free events see section 4.3.

Each price category can be given a name, price, quantity available
and a date and time that you want the price to be available until.

Price category name

Price (£} Fese Augilable unti Active

Qty
{D=unlimited)

Full Price

Earty Booking Price

50.00 £2.15 =] (o] 0 0 x

30.00 £1.85

1987201 1700 ) 10 ] x

Field Name

Description

Price category
name

The name of the price category.

Price The price that is required to be paid to register.
Participant processing fee for the price category. This is
Fee . .
automatically calculated once the event is saved.
. .| Optional Date and time field but can be used to offer a
Available until . L . .
price for a limited period of time.
Indicates whether the price should be active or hidden. A
Active price must be marked as active to be available to your
participants.
This allows you to enter how many participants can use
Quantity (Qty) | the price category. Entering zero (0) permits unlimited

registrations for the price category.

Participants

Displays the number of Participants who have registered
using this price category. This is only displayed where a
price category has a limited ‘Quantity’.

Contact us: support@Participant.co.uk

2. Select whether the Participant processing fees are to be added or
included in the prices you entered.

Processing fee

Fees are Added 1o prce El
Included in price
Added o pnce

3. Enter the bank account which will receive the income (minus
processing fees) from the transactions for your events.

Account to receive income

Account Mame
Account Cwmner
Email address
Sart Code
Account numiber
Address

Post Code

Town | City

Daytime number

Test Account 1

Cotech UK Ltd
support@participant.co.uk
111111

111171111

1=t line of address
AB111AB

Londan

0208 1111 111




4.3 Event details — Prices (Free Event)

Participant can be used to run free events. Free events are those where
the participant does not have to pay to register. Your free event
registrations are processed by using Participant credits, 1 credit for each
registration.

On registering on Participant you will be given 25 free credits. That’s
£24.75 for free! You can then purchase further credits from £0.75 for

each credit.

1. Click ‘Free event’.

2. Enter price details. Each price category can be given a hame,
guantity available and a date and time that you want the price to
be available until.

Indicates whether the price should be active or hidden. A
Active price must be marked as active to be available to your
participants.

This allows you to enter how many participants can use
Quantity (Qty) | the price category. Entering zero (0) permits unlimited
registrations for the price category.

Displays the number of Participants who have registered
using this price category. This is only displayed where a
price category has a limited ‘Quantity’.

Participants

4

Free FREE = 0

Field Name Description

Price category The name of the price category.

name
Price The price that is required to be paid to register.

. .| Optional Date and time field but can be used to offer a
Available until

price for a limited period of time.

Contact us: support@Participant.co.uk

3. Your current credit balance is displayed onscreen to allow you to
check that you have enough credits to allow your participants to
register for your event.




4.4 Event details - Registration information

This section allows you to enter the information you wish to collect off your
participants. There are a number of default information fields which have
been created automatically. These can be hidden for your event by
selecting ‘N/A’, as shown below.

Field Field type Req. Opt MLA. Showe on confirmation

Mabile phone Teut F F & &

Field Name Description

Field Name of the question.

Field Type Type of answer field (Text, Checkbox, Drop down list,
Date).

Req. Indicates question must be answered to register.

Opt. Indicates question is optional.

N.A. Indicates question is not to be displayed on event.

Show on This allows you to enter how many participants can

use the price category. Entering zero (0) permits

confirmation unlimited registrations for the price category.

You can add further questions details by ‘Add new field’ button which is
displayed at the bottom right of the questions.

Post Code Text ® r 5 @ 8 | P <]

Couniry Select F @ F i 0 b [x]

Contact us: support@Participant.co.uk

When creating a new detail you are able to select the type of the answer
field which will be displayed to your participants.

Once you have added the required details click Add |

You can also edit a field by clicking on the ! icon and you can delete the
field by clicking on the corresponding & icon. You can also arrange your

questions by using the # * jcons.

Once you have finished, click the m button to continue
creating your event.




45 Event design 2. Upload an event image. Please note that the maximum image
width is 304 pixels.
Participant gives you the option to either use the standard event template

or customize your own event page by using the advanced template. i
y page by g P select event Image

1. Select the type of template. This can be changed at time by editing Upload your image

your event.

select event template

D ©  advarces COteCh UK Ltd

If you require a different template for your event then please
contact our support team on support@ Participant.co.uk.

Mecdmum image width is 204 pixels

4.6 Event design — Standard template [ Browse. |
1. Enter the event information. This will be displayed on your event [ Upod Q]
page.
enter event information Once you have finished, click the m button to continue
(38 4 B B 90 0 8 B T Nomal | Font Name (CT] 11px <) creating your event.
B U A~ [Es=== FF7 == O- 9 uj-
,/‘ Design | €» HTML q Preview Words: 0 Characters: 0

Contact us: support@Participant.co.uk 9
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4.7 Event design — Advanced template 2. Upload an image header and/or footer. Please note that the
maximum image width is 955 pixels.

The ac'ivanced template allows you to customize \'/our event page by Add a website link to your header and footer. This could be to your
choosing the colours of your event page and adding a header and footer website or event sponsor.

to your event page.

1. Select the colours for your event page using the ™ ~ |icon.
Upload your image

Event colour Description
. This is your main colour and will be used for the event H E.'ad er I mage
Primary
background and text.
Secondary gggecolour of the event details section of your event Msximum image width is 055 pixels
Browse... [ Uplosd 3]
Event name The colour of your event name text. Link from image [ww. Partcipant co.uk
Button The colour of the buttons used to register.

3. Select whether you want the Participant website header and footer
to be displayed on your event page.

The colours you select will be used to produce your event page

Primary colour B ~ | Secondary colour -

Event name colour Il ~ |Gutton colour H | Dispday Parficipant header Yes Me (@

Display Participant footer fes Mo a

Contact us: support@Participant.co.uk 10




4. Enter the event information. This will be displayed on your event

page.
o T - = | & & | Mormal | Font Mame (CT=| 11pe =
BZ U A-u-[EEs==8 5122 O 2 9-
/' Design | 4¥ HTML ﬂ\ Preview Words: 0 Characters: 0

5. Upload an event image. Please note that the maximum image
width is 304 pixels.

Upload your image

cotech uk it

Maxdmum image width is 204 pixels.

Browse..

o

Once you have finished, click the m button to continue
creating your event.

Contact us: support@Participant.co.uk

4.8 Promotional codes

Participant allows you to create one or more promotional codes for your
event. This allows you to offer a percentage or fixed amount discount to
your participants.

If you do not want to add any promotional codes, click the

m button. You can add at a later time if you wish.

1. Click ‘Add new promo code’.

2. Enter the promo code details.

Field Description
Name of promotional code. Not displayed to your
Name .
participants.
The promotional code. Used by your participants to access
Code .
discount.
Description Mes_sgge displayed when promo code entered by a
participant.
Discount Amount of discount. This can be a percentage of ticket
price (20%) or a fixed amount (£10.00).
Valid from Date and time that promo code can be used from.
Valid to Date and time that promo code can be used until.
. Indicates promo code is available to be used in less ‘Max
Active . e
no of registrations’ reached.
No. . -
Registered Displays the number of participants who have used code.
Max no of Number of participants who can register using code. Enter
registrations | zero (0) if unlimited.

11




3. Click ‘Save code’.

add promo code

Mame Promo code 1

Code WER12345

Description 0% discount for event

Discount 50 Percentsge E'

Vilid from ouoe20 | st jpso0 |
Vislid to ovos/201l | st 7o |0
Active

MNo. Registered i}

Ma?: no of 5

registrations

Save code [>]

In order to display your promotional codes you must enable them on
the Publish page.

Promotional codes can be added and edited at any time. To edit a promo
code click on the promo code you wish to edit.

event promo codes

Name Code Discount Vaiid to Registered Max

WER12345 50,00 01.09.2011 18:00:00 a 5

(LN R EEN A

Add new promo code

Once you have finished, click the m button to continue
finish setting up your event.

Contact us: support@Participant.co.uk

4.9 Publish your event

You have now created your event. All that is left to do is publish your event
so that your participants can start registering.

The following options are available to you before you publish but if you just
want to publish your event click CEEEC)

1. Create a link to your event. Participant automatically creates a link
to your event but you can enter your own link, if you wish.

add a link to your event

http:finew. participant.com/ |[ExampleEvent

2. Add publish dates. If you want to only display your event for a
specific period, enter your publish dates.

add publish dates
Available from Mow B

Available to Event end H

3. Select whether your event can be searched through Participant.

select event visibility

Public - searchable on Participant co.uk @

Private - only available through event link

12




4. Select which of your event details are to be displayed on your
event page.

should the following information be
visible on your event page?

Deadline for regisiration
Show Availability

Mame of Event

Venue

Haost details

CRCRORCRONC

Event Image

5. Select whether you wish to enable your promotional code(s),
display social media (facebook, twitter, linked in) links and whether
there is a maximum number of participants for your event. Enter
zero (0) if unlimited.

other settings

The event i= full

Enable promo codes

EE O

Dizplay social media inks on registration page

The event has a maximum number of parficipants 200

6. Click CEIEEIEED  vour event has now been published. If
you wish to use Participant to send invitations to your participants
follow the instructions on the next page.

You can view your event page by clicking your event link.

Contact us: support@Participant.co.uk

4.10Send invitations to your participants

Participant gives you the option to send invitations to your participants.
Invitations can be set up to include a discount and the email sent is fully
customisable.

1. To only allow invited participants to register tick the ‘This event is

only available to those invited through Participant’ option. If not,
then leave unticked.

I:l_"uis event is only available to those invited through Participant

2. Enter the number of places you want to reserve for participants
who receive an invitation. Click Save.

MNumber of spaces reserved by invited participanis 0

There are three ways to create your list of participants. These are:

e Add your participants manually (see point 3).

Invitations Inniport from excel

Inpoirt from event | Send invitation | Emnail setup

e Import your participants from excel (see point 4).

Inwitations Inniport from excel Irniport from event | Send invitation | Emnail setup |

e Import your participants from a previous event (see point 5).

Inniport from event

Invitations Imipart from excel

Send invitation | Email s2tup |

13




3. Add your participants by clicking ‘Add new participant’.
details of a participant and click Save. Repeat for further
participants.

Enter the

Invitation field

Description

Surname

The surname of the participant.

First Name

The first name of the participant.

Email Address

The email address of the participant.

Spaces The number of spaces the participant can register.
. The percentage discount the participant receives.
Discount . )
Enter zero (0) if no discount.
Sent Read only field displaying when the invitation was
sent.
Registered Regd only f|e]d dlsplaynjg \_Nhen the participant
registered using the invitation.
Invitations. Innport from excel Import from event Send invitation Email setup
A A Search
Surnams Firzt Nama Emazil addrasz Spacez  Dizcount Sant Ragistar=d
D Surname1 First Name1 support@participant.co.u |1 20

Contact us: support@Participant.co.uk

4. Import your participants from excel. In order to upload a
spreadsheet of participants you must enter the same column titles
as the titles you have entered on Participant.

Spaces and Discount are optional however if you re uploading
these.

| Fir5tname| sSurname | Email |SpacEE|Di5cuunt|
Firstname2 Firstname2 test2@participant.co.uk 1 20

1
2
3 Firstname3 Firstname3 test3@participant.co.uk
4
5

1 30
Firstnamed Firstnamed testd@participant.co.uk 1 a0
Firstname5 Firstname5 testS@participant.co.uk 1 10

Firstnzm

2 I Firstname I

urnanms ISJrrame I

Ema IEma I

If you are uploading the number of ‘Spaces’ and percentage of the
discount then you will need to tick these fields on Participant.

Browse and select your file and click Gl Your participants
will now have been upload to your event and displayed on the
Invitations page.

14




5. Upload your participants from a previous event. Click the ‘Import 7. Send your emails by clicking ‘Send Invitation’.
from excel menu item. Select the event you wish import the
participants from.

Invitations Inniport from excel Imniport from event Send invitation Email setup

| Imvitations | Imiport from excel | Import from event | Send invitation | E-mail setup | Select the articipants who you wish to invite and click
d

Year [2011[ ] i) at the bottom of the grid. Your invitations will
Event Name Flace Date mowshave been sent.

6. Set up your email invitation by clicking ‘Email setup’.

Inwitations Innipoirt from excel Inmpairt from event Send invitation Email setup

There is a default invitation email displayed on screen. To edit the email,
un-tick the ‘Use default’ setting.

A couple of merge fields are displayed. '<club.name>" will automatically
display the name of you (if registered as an individual) or your
organisation's name (if registered as an organisation).

‘<arrangement.name>" will automatically display the name of your event.

Once you are finished click | Z2¥ .

Contact us: support@Participant.co.uk 15




5 Manage your event

Participant gives you all the tools to manage your event details, your
registered participants and your communication to your participants. To
view all your events follow the guidance below.

1. To view all your events click the ‘My events’ menu item at the top
of the page.

Wy events
— _—

2. To edit your event click on the ¥ icon or click on the event name.

Fr—

Evant Nama Pardeipants Toml (£ Evant Smrr Evenr End

Elas : w200 0.00

Ragisranon Eng Publshed
0382011 12:00 0340872011 1700 0240872011 12:00 Yes

3. To view your participants click on the & icon.

4. To send a message to your registered participants click on the =
icon.

5. To export your events to excel click on the [# icon.

Contact us: support@Participant.co.uk

5.1 Event summary

The event summary gives you information on how successful your event is
being promoted as well as displaying how many participants have
registered.

1. The summary displays the publish status of your event, the
number of participants to have visited your event page (hits) and
the number of days until your event takes place.

Status =

Days untl evant: i]

2. The event link is displayed which can be used on promotional
emails and flyers.

Another great way to promote your event is through the popular
social media websites (facebook, twitter and Linked in). Click the
links to like your event using your profile. You can also monitor
the number of ‘likes’ you receive from this page.

Your avent
Ink:

Promational 1 3 Twpit 2 w Zhare | 2
Inik:
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3. The event sales summary lists the quantity of price categories that
have been sold and the total income received.

Tickst Price Categary @ty Som Total (2]
Full Price 1 S0.00
Early Baaking Price a/10 0.00

4. The event transactions section lists all the registered participants
for your event. You can quickly refund a participant by clicking the
refund button of the appropriate participant.

Parficinant Order Mo Tickef Type FPaid Emall agdress

BEIT14 Full Price 25/D542011 1614 SuUppor@participant.co.uk Refurd ©
pp particip: )

Contact us: support@Participant.co.uk

5.2 Manage your participants

Participant gives you a number of tools to manage your participants for
each event you organise. All the registration information provided by your
participants is visible on screen and downloadable to excel. As the event
organiser you can also update their registration details and resend their
confirmation, if required.

1. To view and manage your participants click on the '@ icon from the
‘My events’ page.

FTEE Pl s 0] -
Evant Name Pargcipants Toml £} Evenr S@rm Event Eng Ragisoanon End Published
pE@ o200 0.00 034092011 12:00 0i3A0972011 17:00 D2M972011 12:00 Yes

2. All the registered participants are displayed online. To export the
information to excel click the # button at the top right of the table.

Excel 2007 [+ ]&2
Order  Last First Mobile — Price  Price . AMOURE o motionsl
Email address Paymentmethod Paid Paid
Number name name phone  category (€] Out code
o First ) orrrsEA ) 268201
& D Surmame Name support@participant.co.uk 578912 E;?Ilzleng 30.00 Online 1332 26/08/2011
First L 26/082011
Lo D Sumame4 Mame4 support@participant co uk 557891 E;l::g 30.00 Onling 1329 26/08/2011
First - 07773 Full ; 26/08/2011 P
rofx D Sumame3 Mame3 support@participant.co.uk 456739 Price 50.00 Online 1254 26/08/2011
Early
First . 0772 - . 26/08/2011
2 105
2O D Sumame2 Mame? support@participant.co.uk 245678 E;?Ilzleng 30.00 Online 12-48 26/08/2011
First . 0777 Full . 25/082011 .
2o [ Sumame - suppori@parficipantcouk oo4ce oo 50.00 Online 1514 25/08/2011
| || 4 \1_|.~ | m| Pagesize: 20 ~
< m +




5.3 Update a participant

1. To edit the registration details of a participant click the ¥ button

for the relevant participant.

Order Last First e
Email address
MNumber name name
First -
't:l |:| Surname Name support@@participant. co.uk

2. Update the participant’s details and click ‘Change’.

Price category | Early Booking Price 30.00 | |
First name First Mame

Last name Surname

Email address  support@participant.ct
Mobile phone 07775 678912

Address Line 1 Address Ling 1

Address Line 2

Address Line 3

City / Town City f Town

Post Code Post Code

Mobile
phone

L e
678912

Send new confirmation Change Delete participant ] [ Cancel ]

3. To re-send the confirmation email to a participant, click ‘Send new

confirmation’.

Contact us: support@Participant.co.uk

5.4 Refund a participant

Participant makes it easy for you, the event organiser, to refund
participants that they wish to.

1. To refund a participant find the registration by clicking on the &
icon for the appropriate event on the ‘My events’ page.

FTEE Pl s 0] -
Evant Name Pargcipants Toml £} Evenr S@rm Event Eng Ragisoanon End Published
pE@ 0200 0.00 034092011 12:00 0i3A0972011 17:00 02A0972011 12:00 Yes

2. To refund the registration of a participant click the @ button for the
relevant participant.

Order Last First sl acrss
Number fame name Crmal 55
First
r':’ [ Sumame NaI:e support@participant.co.uk

3. Select whether you wish to make a manual or automatic refund.
There are two refund options:

e To refund a participant directly to their card you must select an
automatic refund.

e If you are refunding the individual by cash or cheque then select
manual refund.

18




4. There are three options for an automatic refund.

& Automatic refunds

Select the option you wish to use and cIick u"'i".

5. Automatic refunds are processed within 3 working days.

6. Your manual and automatic refunds are displayed within your
reports, see section 10.

Contact us: support@Participant.co.uk

5.5 Delete an event

Events can be deleted from Participant if no participants have registered
onto the event.

1. Click the ‘My events’ menu item at the top of the page.
[Wemes | . |G Wy GrsRsHGR | WelE)

2. Click on the ¥ icon or click on the event name of the event you
wish to delete.

My events
e s [ a
Evant Name Farscipants Tom (£) Evant S@m Event Eng Regisrarion End Pubished
-E o0 0.00 030972041 12:00 03/09/2011 17:00 020972011 12:00 Yes

3. Click on the ‘Event details’ menu item.

View my events | Event dashboard Event design § Promo codes | Publish | Invitations

Event details
.

4. Scroll to the bottom of the page and click the —

button. This button is also available from the Event design, Promo
codes, Publish and Invitations pages.
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6. Reports

1. Click the ‘My reports’ menu item at the top of the page.

| vome Jbyevents | | Wy organisation | Help |

2. There are four standard reports on Participant. All reports cann be
exported to excel by clicking the =l icon.

settlements automatic refunds i
My transactions = L My My manual refunds

e My transactions — gives you full list of all the transactions made on
your events.

e My settlements — gives you access to all the weekly settlement
reports that have been sent to you since you started using
Participant. Clicking on a settlement report displays the income
and transactions (minus Participant processing fees) that have
been transferred to your account.

e My automatic refunds — displays all the automatic refunds that
you have processed through Participant. Automatic refunds are
those that have been transferred automatically to the card that
was used by your participant to register on your event.

e My manual refunds - displays all the manual refunds that you

have processed through Participant. Manual refunds are those
that you have makred as refunded ‘offline’, for example by cash.

Contact us: support@Participant.co.uk

7. My organisation / My profile

Participant gives you a number of functions to manage your Participant
account.

If registered as an organisation, go to:
[ Home-fwiyevents fuyvepons| =~ 0 [Hels]
———_ ——

If registered as an individual, go to:

[ Home | Wyevents Inyroports ]| | Help ]

7.1 Update your details

1. Click the ‘My details’ sub menu item.

My organisation’s details | My organisation’s aceounts | My organisation's credits

My details
[——

2. Update your details and click Update.

Title Mr -
First Mame First Name
Sumnamsz Sumame

== SupportiEparticipant. co.uk
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7.2 Change your password

1. Click the ‘My details’ sub menu item.

My organisation's details | My organisation’s accounts | My organisation's credits

My details
——

2. Enter your current password and the new password and click
Update.

7.3 Update your organisation’s details

If you register as an organisation then you can update your organisation’s
details.

1. Click the ‘My organisation’s details’ sub menu item.

My organisation’s accounts | My organisation’'s credits

My organisation’s details

2. Update your organisation’s details and click Update

Contact us: support@Participant.co.uk

7.4 Add an event organiser to your organisation

If you register as an organisation then you can add further event
organisers to your organisation.

1. Click the ‘My organisation’s details’ sub menu item.

My organisation's accounts | My organisation’s credits

My organisation’s details

2. Click on the ‘Add new user’ button.

Name Email Address Role

Administrator

G
Administrator it ©]

0
| ——

3. Enter the details of the new user and click ‘Save’. If you only wish
to give read only access then select the ‘Role’ as ‘User’.

Titke  Mr - =mall 334222 support 1 @participant. co.uk
First Name |First Name Canfirm email \support1@participant.co.uk

Sumame |Sumame

Role | Administrato ~

ET— D)
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7.5 Add abank account

You can add multiple bank accounts to your Participant account. These
will be displayed on the ‘Event details’ page and used by Participant to
transfer the income from your events to you.

1. Click the ‘My organisation’s accounts’ sub menu item.

If registered as an organisation, go to:

My organisation’s details My organisation's credits

My erganisation’s accounts

If registered as an individual, go to:

My details My free event credits Convert to organisation

My Accounts
|

2. Click on the ‘Add new account’ button.

View your accounts

Contact us: support@Participant.co.uk

3. Enter the details of the bank account and click ‘Save’.

Add new account

cunt Mame  |Test Account 2 \Address
T |First Name Surmame Post Code
support@participant.co.uk Towmn / City.
222222 Daytime number | Dayfime number

ount numbsr | 29999999

[SE—

4. Your accounts are then displayed on the ‘Event details’ page of
your events.

Account to receive income
Arcount nams Test Account 1 Click here to add a new account

Test Account 1
Test Account 2
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7.6 Buy free event credits

Free event credits can be purchase online through your Participant
account.

If registered as an organisation, go to:

My details. My organisation's details | My organisation’s accounts _
My organisation's credits

If registered as an individual, go to:

My details — My free event credits Convert to organisation
|

1. Select the amount of credits you want to purchase and click

2. Check the total amount, enter your card details and click ‘Confirm
& Pay’.

Contact us: support@Participant.co.uk

3. Your credits will then be updated automatically.

Cirder 1D

Tota

Card type -

Card number *

Start date = | |= -

|zsue mumibse

Expiry dste = i« 2011 -

Security code * gl

Cancel © Confirm &Pay ©

You can also view your credits usage history, purchase history and change
your credit reminder email from this page.

23




7.7

Convert your account to an organisation

Organisers who have registered as an ‘individual’ can upgrade their
account to an ‘organisation’. An ‘organisation’ can have multiple event
organisers.

1. Click the ‘My details’ sub menu item.

“r “’ S ""'fl'ﬂ e comiio Convert to organisation

ganisation name Cotech UK Lid

Enter your organisation’s details, read and accept the Terms and
Conditions and click Update.

Your account will now have been updated from an ‘Individual’ to
an ‘Organisation’.

Contact us: support@Participant.co.uk

8. Support

If you require any assistance in using Participant please contact our
support team.

Email: support@Participant.co.uk
Phone: 0203 286 2117 (9am — 5pm).
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