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Getting Started

Welcome to Kalkomey’s Event Manager! Event Manageris an easy-to-learntool that will make it easier
for youto schedule yourevents,invite students, manage your roster, and track your hours, allinone
place.
Thisguide will help getyoustarted. It covers:

1. Many of the screensthatyou will see.

2. Computertermsyouwill needtoknow.
3. How to start the Event Manager program.
4

How to use the featuresinthe Event Manager.

Basic Computer Terms
Thissectionisa quick refresheron some common computerterms.

What Is a Browser?
A browserisa program on yourcomputerthat you use to visit websites. When you turn ona computer,

you see small graphicsymbols onthe screen. These symbolsare called “icons.” To get to your browser,

youclick itsicon.

Here are the icons for several popular browsers.

Internet Explorer by Microsoft Firefox by Mozilla Chrome by Google
3
| &) ,‘
Internet V071155 (500019

Explorer Illesifes m

What Is the Address Bar?
Afteryouclickon a browser’sicon, you see the homepage forthat browser. At the top of the page isan

area called the address bar. Here’s one example.

L ® [ Login Event Manager ®

Address Bar

c my.register-ed.comfloginflogin?



What isa URL?

Whenyou are drivinga car, you use an addressto find your destination. On computers, the URLis the
address that takes you to a particular place on a website. Forexample, the URL (address) of the Event
Manager login page is: https://my.register-ed.com/login/login.

Fie Edt Yiew Fevcrites Tool Help |

File Edit View History Bookmarks Tools Help

6 © . c &

Back  Forward Reload Stop Home

*J Mozilla Firefox Start Page % | || EventRegistration: Log In x [ =]

@ Event Registration : Log In

/ -" Google

&« C' | & Kalkomey Enterprises, Inc. [US]| https://my.register-ed.com/iogin/iogin



https://my.register-ed.com/login/login

Starting Event Manager

To start using Event Manager, use your browserto access the login page. There are two ways to do this.

Method One: From Register Ed

Follow these steps.
e Clickon yourbrowser’sicontoopenyourinternetbrowser.

e Move the cursor to the address bar and click.
e Typeinthe URL forRegister Ed (the visitorside of Event Manager): www.register-ed.com

e PressENTER on yourkeyboard. Your browserwill navigate tothe publicside of Event Manager,
Register Ed. It should look like this, below.

Update registration Cancal registration

Find Events.
Get Registered.

Discover safety education events from agencies and organizations across the
United States of America.

Pleasa sedact a state... m

Need a little help?
Fraquantly Asad Questions  Contact Us Agan

&kdlkﬂlnc\' Kalkomey is the officiad provider of sanal satety materials for & 50 states.
Register Ed Bndw‘smofk‘.:‘kaﬁW/ Emorprnes, o, ONLINE BOATING AND HUNTING LICENSES AND RECREATIONAL SAFETY EDUCATION
14085 Proton Rosd boat-od.com * bunter-ed com ¢ bowhuntered com * offroad-ed com * snowmoble-ed.com
Darlas, TX 75244

800-830-2268 0 1968 - 2016 Al rights rsarund

spportGragster-od.com View Privacy and Terms of Use.

e Clickthe Agency Loginlinkinthe bottom-right to navigate to the Event Manager login page.


http://www.register-ed.com/

Kalkomey Er;lterprises
Event Manager

Please log in to continue.

Lisarname

Password

Ly i Last your password?

&5 Email Evenl HManager Supporl

Figure 1 This is what the login page for Event Manager looks like.

Method Two: By Typing the URL
Follow these steps.
e  Clickon yourbrowser’'sicon.
e  Move the cursor to address bar and click.
e  Typethe URL for Event Manager: https://my.register-ed.com/login/login

e  PressENTER. The login pageisthe access point for Event Manager.

(If you are usinga PDF or digital version of this guide,you can click the blue link above and you’ll be
routed to the login page automatically.)

Whichever method you choose, you may want to bookmark the URL on your browser forfuture
reference.

Now that you are at the login page for Event Manager, type inyourassigned username and password.
Thenclick “Log In.”

You're loggedinto Event Manager! Keep reading tolearn how to make the most of this resource.

Email Verification

Dependingonyouragency administrator’s requirements, you may be asked to add or verify your email
address. Thisisvery easy to do in Event Manager.

First,login as described above. If the system determines thatyou don’t have a valid email address on
record (anditis required by youragency administrator), you will be asked to enteran email address. If
youdon’t have an email address, you can create one for free with many online providers (examples
include Gmail and Yahoo).

If you have a valid email address, an email will be senttoyou so you can verify your email.


https://my.register-ed.com/login/login

/i

~3v;é Colorado

Education Programs

Aiye Admenistration

Verify Your Email Address

¥Verification Email Sent
We have sent a verification message to abltar@kalkomey.com. Please chack your emall and follow the Instructions provided to log In to Event
Manager. TF you stil haven received your verification email, request & new verification message or enter your email address using the form bediow,

A valid email address is required. Please update your emai

address using the pravided form. New Email Address
After providing your emadl address, you will be sent a
verification email with further instructions.

You will not be able to log in to Event Manager until your emall Emall Aodress
address has been verified.

Figure 2 An example of the screen that may appear if you are required to verify your email address.

You can see the email address that was used for verification inthe green box at the top of the page. If
you want to change your email address, you can do that on this page and an email will get senttoyouto
verify the new email address.

Once you receive the email, just click the blue link. You’ll be returned to the site soyou can log inand
get back to work.

support+testfregister-ed,com
Sent Thursday, june 25, 2015 at 11:42 AM
Ter Adonls Bitar

Hello, JIN T, COLORADD.

This e-wail is to let you know that your email address has been updated in Event Manager.

To verify your email oddress, just click the link: https://oreview.ey,cegister-od, con/password/emall reszet/2e6c36000176nacebcdcbb@943014748

Thanks,
Register-£d.com

Figure 3 An example of an email you may receive to verify your email address.
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Sewn  Colorado

2% Education Programs

-
‘.}f‘l Agency Administration

Home Profile Events Locations Enroliments Results
@rm has been &ED
Welcome to your instructor controf panel. Here you can set up your events,
select event locations, view and print event rosters, input event results, and MY UPCOMING EVENTS
modify your profile. No evertts defined,
Choase one of your upcoming events or choose an item from the menu
below to get started.
> A T =9
s - - &‘ i L _)&
———
Manage My Profile My Event Schedule Program Locations My Event Enroiiments My Event Results

Download the Instructor guide

Figure 4 An example of the screen you will see after verifying your email address.

Establishing a PIN
Dependingonyouragency’s settings, you may be required to establish a PIN before submitting results
for yourevents. Notall agencies require a PIN. If your agency does not, feel free to skip this section.

You can easily create a PIN by clicking the Profile linkinthe menuonyourinstructorhome page.

orado

Eduba‘tion Programs
- ]

ALFE

Enrolimerts Resylts

Huoime @ Ewents

You can change your PIN and password wheneveryou want by accessing your profile page. To change
your PIN, scroll down to the “Login Information” section, entera PIN number you will remember, and

then hit Save.

Locatians

Your PIN will be ready foryou to use immediately for submitting class results.



Understanding the Welcome Instructor Page
Thisis an example of what you will see the first time you successfully loginto Event Manager. In this
example, userJohn Samplefromthe Pennsylvania Game Commission has justloggedin.

Home Profile Events Locations Enroliments Results

Welcome to your Instructor control panel. Here you can set up your events,
select event locations, view and print event rosters, input event results, and MY UPCOMING EVENTS
modify your profile. No events defined.

Choose one of your upcoming events or choose an item from the menu
below to get started

P ———
s ™ )
KA <y | ‘aa
L =N i
=
Manage My Profile My Event Schedule Program Locations My Event Enroliments My Event Results

Download the instructor guide

@8 Emal Event Manager Support

This page containsthe followinginformation.

e Agencylogoin the top-left shows youragency’s identification logo.

e Loggedinas inthetop-rightshowswhoisloggedin—itshould show your name.

e LogOut letsyouclickto exit Event Manager.

e Menubar, onthe edge of the dark-colored background, allows you to change pages within
Event Manager.

e My UpcomingEvents box displays ashort list of your upcoming events.

e Fivelarge navigationicons at the bottom of the screen provide another way to move aboutin

Event Manager (just like the menubar).

Using Event Manager

On the Welcome Instructor page, each of the features in Event Manager, except “Home,” appearson
the menu bar and as a navigationicon. Inthe listbelow, the name of the menu bar (“Profile”) comes
first; the name listed in the navigation icons (“Manage My Profile”) comes second.

10



Home: Returnto the Welcome Instructor page from any otherscreen.

Profile or Manage My Profile: View orupdate your personal information.

Events or My Event Schedule: View your calendar, or create events.

Locations or Program Locations: View available locations, or create new location.

Enrollments or My Event Enrollments: View enrollment and capacity forevents.

o vk W N oPE

Results or the My Event Results: Enter, review, and submit result datafor events.

The following sections of this guide explain each of these featuresin more detail.

Profile

Afteryoulogin, you may update your personal information, such as your password, on the Manage
Profile page. From the Welcome Instructor page, click on either the Profile option onthe menubaror
the Manage My Profile navigationicon to getto this page.

Logged in as John Sample
Log Cug

o Profilie Evints Locations Enroliments Rizsults

Manage Profile

Hare you can manage and maintin your profile.

Make any changes you need, and click “Save Account Information
Changes" at the bottom of the fiorm to confirm

your adits.

First Name * John
Middle Initial Q
Last Name * Sample

Figure 5 This is an example of your profile page in Event Manager.

11



Figure 6 The profile page in Event Manager.

Logged n a5 John Sample

Morrw  Profile  Swems  loomors  Buoments  Ressts
Manage Profile
HEre you Can ManaQe and mainan
your profhe, Make ary ChaNges You
pend, 202 bk “Save Cronges™ e the  Acoount Information
Botom of the form 1 confim your
edis

st Name * | Jotw

Mdde ietiel  ©

Lot Name *  Saspia

Suffte H

Email Address EMusarOtasee—al com

Gender * | Man

Confirr Pasasecrd
Peswwvord Hrt *  Sour davonie anma
Socret Quention * | Who & burded in grasns o
Secret Arwwer * | grant

Addiional Infermation

Imtructor Narmber® | 12345878

Tip Cocm

Phone Number (B44) S25-5608

Rogion Name® | Northwest :
Courty Name*  Cunien :
Otrict Nurrbar® 1 :

How Do You Want Students To Contact You?

Cable Restraint Emoil (EMuseStassenal core )
Certification  « Irstrucior Phone Number ((972) 433-2342)

MHunter-Trapper * el (DAaefabaeal com )
Bdecation | Iratrucior Phore Number ((972) 433-2342)

Hunter-Trapper ¢ Emal (CWouS toomeras lcom )
Iratrucior Phoce Numrber ((972) 433-2342)

l:m-!-l o Ermuil (DA merStshens b com )
Hunter- Trepper Instrucior Phore Number ) 413- 242
w7 )

Successful @ el (EMserdfemeen ab 0om )
Bowhsanting | Iretrucicr Phone Number ((372) 433-2342)

¢ M) Righés esersed ® Emaf Bvert Monager Support



When you have updated your profile information, click on “Save Changes” to save your changes.

Locations
Before an event may be created, you first must make sure its locationisin the system.

From the Welcome Instructor page, click on either “Locations” on the menu bar OR the “Program
Locations” icon to getto this page.

Displaying Locations
The locations depend on the program. To see a list of program locations:

e Clickon the downarrow beside “Selecta Programto Begin” to reveal adropdown menu.

This menulists the programs for which you can create events.

Loged in 2= John Sample
Log uk

Haome Frofile Events noations Enncllments Resuits

Locations
|/ Selecta ProgamtobBegin || e
Perniylyania Cainle Restraint Centification ".:.’ =
Peningsylvania Hunbes-Tragper Education %
Pannsyivania Hunber-Trapper Education Indepandsnt Shudy

Peninsyivania Aemadial Hunter-Trapper Education
Pennsylvania Successful Bowhunting

1 Ermadl Event Marager Support

Figure 7 User John Sample can choose from a few programs.

e Clickon the programyou wantto investigate. All locations that are available forthe program

will be displayed.

e Nowyoucan searchfor a specificlocation. Click onthe down arrow to display the dropdown

menu.

13



Locations

Fernsyivania Hunter- Trapper Education

Ty # Create Location

Addraes
Thaky SI¥ o this progmm

L Code
Tooe = tlncabions, dick on the "Schedule Event® link.
——- hdditional Fislds --—

Resgon
15t County
Sche  District o
Aol ¥

Click on the search option you want to see.
Typein the requestedinformation. Thenclick on “Search.”

If your locationis found, you can begin to create an event.

If your locationis NOT found, you can create the location by clicking on the “Create

Location” link on the right-hand side of the Locations page.

P
1=
w4

< Creake Locabon

Figure 8 Click this icon to create a new location for your program.

Creating a Location
To create a NEW location:

Fillin ALL required fields. An asterisk (*) indicates arequiredfield.

(Optional) Manuallyposition the red marker exactly whereyouwantiton the map.

Whenyou are done, click on the “Submit” button to save yourchanges.

14



Figure 9 The Create a Location screen. Fill out all required information.

To Cwite & Dew OSation, el The mgaied walus i the form Daow.

Location Marmw®

Specal Instroctions

Address*

Cry*

State*

Pernsytvana :

ZIp*

Prore

Locstion Capecrty (¢ of stude=ts)*

Districe®:

Hume

Profie fverts

st
L

Pabackxi
Aras boomar

Fxeh

Soations

e

E=rodmerts Rty

Tiapfan W

Conpea 2w
LL @

1

! o~
b v TWY
P Scxteabn e

5
" 2
i

Wﬁ:h ©2218 Google Terme of Use Regort o map ance

Refresh Map

@ Ermal Evant Marager Support
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Events

Creating an Event
You can get to the My Event Schedule page two ways:

1. From the Locations page
2. From the Welcome Instructor page

From the Locations page
On the Locations page, you can search for an eventlocation. When the location you wantis displayed,
click on “Schedule an Event” to schedule an eventat thatlocation.

Logged in as John Sample

Log Qut

Home Profile Events Locations Enroliments Resuits

Locations

-

Pannsylvania Hunter-Trapper Education EN

P

' -

@
All * Showing All Locations - Salect a Search Option Search

< Create Location

The following locations are available for this program,
To create a new event at one of these locations, dlick on the "Schedule Event” link.

Hunter Ed Exam
Schedule an Ever
Route 36
Punxsitawney, PA 15767
Capacity: 60

From the Welcome Instructor page
The My EventSchedule page can be accessed from two places on the Welcome Instructor page.

1. Clickon “Events” on the menu bar at the top of the page.

Lo ins 2= Johin Sample
Liog Ot

Home  Profile  Event Click here

OR

16



2. Clickon the “My Event Schedule” navigation icon at the bottom of the page.

~ ; .
= i) — 2o -
@ L ;
[ e e B |
= ” m—— ——
Manage My Profile My Event Schedule Program Locations My Event Enroliments My Event Results

You will see the My Event Schedule page. Thisisa calendarof YOUR events.

Logged in a5 John Sample

Ly Oust

My Event Schedule e

Your ewent schedule is shown below. Cick on an event to view detailed information ar make changes.
Tiv cresste @ new event, Seect a calendar date that you wish Lo schedule.

To wiew & lst of all events for all nstructors, dick here,

3 Events Found Calendar View  List View
< Previous Manth July 2016 Mext Marth =
Sunday Manday Tuesday Wednesday Thuirsday Friday Saturday
1 2
£} 4 L] 7 1] 9
id ii 12 i3 id i%
B0 AM
rovaer
urber-Tr:
Edll:ilﬁtlﬂxw
Shudy
Mpniross, P
17 is 19 20 1 2 23
24 25 a7 28 29 an
i

&) 2008-201 6 Kakomey, Inc. All Rights Reserved Emall Event Manager Support

Figure 10 John Sample's schedule includes three events.

17



How to Create a New Event

e Displaythe correct month. Click on “Previous Month” or “Next Month,” if necessary.

e Clickon the dayyou wish to create an event. This takes youtothe Create an Event page.

< Prawious Momnth

17

31

11

Tueslay

5-00 PM
Perrsyhania
Sudcesshul

12

M Fiew Evinit

g

Iuly 2015

Werdnes day

21

Mext Month >
Thairsday Fricay Saturday
1 2
B k]
15

22 3

Figure 11 When you hover your mouse over a calendar square, the words “New Event” will appear. Click to create a new event.

e There are two parts to this page:

o The Calendarside (onthe left) forscheduling the dates and timesforthe event.

o The Event Detail side (on the right) for defining the details of the event.

18



Logged In as John Sample
Log Out

Create an Event AlRA

To create an event, fill In any missing data for date, time, program and location. Web Registration Capacity defaults to the capacity that
has been assigned to the selected location. However, if you wish to allow more or fewer online registrations for this event, you may
edit the Web Registration Capacity.

<< July 2016 >> Program
S M T w T F < [ Pannsylvania Hunter-Trapper Education &)
12 Location
3 4 5 6 7 8 9 Start typing the location name(s), city, e1c...
10 11 12 13 14 15 16 ]
Event Capacity
17 18 19 20 21 2 23
24 25 26 27 28 29 N
31 Wait List Capacity
START: : : : A
Special Instructions
END: v : :
Add Event Date

Current Schedule
None - Use the "Add Event Date" button

CALENDAR SIDE Options

« This is a public event,

« This event will be visible to students: 6/13/2016 - 6/13/2016.
Students can register for this event: 6/13/2016 - 6/13/2016.
Students can cancel registrations: 6/13/2016 - 6/13/2016.
Notifications are disabled.

Cancellation Notifications are disabled.

« Wak list is enabled. @ How does wait list work?

EVENT DETAIL SIDE
Cancel Create Event
© 2008-2016 Kalkomey, Inc. All Rights Reserved Email Event Manager Support

19



The Calendar Side of the Create an Event Page
<< July 2016 >
S M T W T F 5

0 11 12 13 14 15 16
17 18 19 20 21 22 23
249 25 26 27 8 29 30
31

START:

aw
ar
e

END:

aw
aw
an

Add Event Date

Current Schedule
None - Uise the "Add Event Date" butfon

You can schedule one-day or multi-day events.

1. Clickon adateon the calendar.
Use the dropdown menusto selectthe starttime and end time forthis date.
Whenyouthe date and time are correct, click on the “Add Event Date” button. You will see the
eventdate displayed under “Current Schedule.”

4. Ifthisisamulti-day event, repeatsteps 1-3foreach of the event dates. Each time you define
the start and end times fora new date, click on “Add Event Date” button to add the new date to
the eventschedule.

20



Here is an example of the calendarside fora multi-day event.

<< July 2016 >

11 11 12 13 14 15 14
17 18 19 2 21 22 23
24 25 28 27 28 X 30
31

END: 4 | 003 PM 3

Lurrent Schedule

F12072016 - 900 AM to 4:00 PM | Rermove
74212016 - 9:00 AM to 4:00 PM | Remove
Fi2212016 - 5700 AM to 4:00 PM | Rermove

Figure 12 A multi-day event in Event Manager. Notice how the Current Schedule section shows three days and times.

Below are the stepsthat were used to create this multi-day eventexample.

e Selectluly 20 by clicking the number 20 (Day One of this event).
o Choose the Start Time for Day One.
o Choose the End Time for Day One.
o Clickon the “Add Event Date” button.

e Selectluly21 by clickingthe number 21 (Day Two of the event).
o Choose the Start Time for Day Two.
o Choose the End Time for Day Two.
o Clickon the “Add Event Date” button.

e Selectluly22 by clicking the number 22 (Day Three of the event).
o Choosethe Start Time for Day Three.
o Choose the End Time for Day Three.

o Clickon the “Add Event Date” button.
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The Event Detail Side if the Create an Event Page
Afteryou complete the Calendarside, you must complete the Event Detailside.

Program
Pennsylvania Hunter-Trapper Education

TS

Location

Event Capacity

Wait List Capacity

Special Instructions

Options

This is a public event.

This event will be visible to students: 6/13/2016 - 7/30/2018,
Students can register for this event: 6f13/2016 - 7/20/2016.
Students can cancel registrations: 6713/2016 - 7/20/2016.
Natifications are disabled.

Cancellation Notifications are disabled.

Wait list s enabled. & How does walt list work?

To use thisside of the page, start at the top.

1. Program: Selectyourprogramfromthe dropdown menu. The rest of the event detail fields
on therightside of the page will display automatically.

2. Location: Place the cursor withinthe Location field and start typing the location name. After
three characters have been typed, alist of locations will be displayed in adropdown menu.
Selectalocation.

3. Event Capacity: The location capacity is displayed automatically, based on the chosen
location. Change the capacity, if necessary.

4. Wait List Capacity: If your eventreaches capacity, how many people maysign up tobe on
the waitlist? If you do not want a wait listforyour event, you can click the blue “enabled”
textand change the waitlistto “disabled.” For more information about the wait list, click
“How does waitlist work?” (or read more information below).

5. Special Instructions: Enterany applicable event-specificinstructions.
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Event “Options”

The “Options” at the bottom of the Create an Event page allow you to customize event settings such as
the eventtype, eventvisibility window, event registration window, event cancellation window, and wait
list. You also can activate notifications and waitlist options foran event. Each individual option can be
opened by clicking on the associated blue link.

Options

« This is a public event.

« This event will be visible to students: 6/13/2016 - 7/20/2016.
« Students can register for this event: 6/13/2016 - 7/20/2016.
« Students can cancel registrations: 6/13/2016 - 7/20/2016.

« Notifications are disabled.

« Cancellation Motifications are disabled.

= Wait list is disabled. @ How does wait list work?

Note: If you are unableto click some or all of these options, contact your program administrator to
discuss changing the approvalsettings for event creation.

Public versus Private Events
This setting allows you to define the event type as either publicor private.

1. Public:The eventisdisplayed onthe publiccalendar.

2. Private: The eventis NOTdisplayed onthe publiccalendar.

Click on publicto see the choices.

® Public
It will appear on the public calendars, Instructors may also
register students manually.

Private
It will not appear on the public calendars. Instructors must
register studants manually.

Visibility
The visibility setting lets you control WHEN the event will be displayed on the publiccalendar. This can
be used to schedule future events without making them visible to the students.

Clickon the datesto change them.
+ This event will be visible to students: 06/13/2016 - 07/20/2016.

From: 06/13/2016 To: 072002016

Do not display this event.
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Registration
The registration setting lets you define WHEN registration foran eventis open.

Clickon the datesto change them.

+ Students can register for this event: 06/13/2016 - 07/20/2016.

® From: 08/13/2016 To: 07/20/2016

Special Registration

Students cannot register without being manually added or
invited by an instructor. Please provide the student with
appropriate registration instructions in the “Special
Instructions” section above.

If your program includes the “Special Registration” option, you can enable thisto limit program
registration to manually invited students. Be sure toinclude instructions in the “Special Instructions”
area to help students understand theirevent eligibility.

Cancellation
The cancellation setting lets you control WHEN cancellations forthe event will be allowed.

Click on the datesto change them.

» Students can cancel registrations: 06/13/2016 - 07/17/2016,
* From: 0OR/M13/2016 To: 07/7/2016

Do not allow cancellations.

You may also choose notto allow cancellations.
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Notifications
This settinglets you enable ordisable notifications foran event. When enabled, the primary instructor
will receivean email whenanonline registration forthe eventis processed.

Click on disabled to choose whetheror not an email will be sent.

« Cancellation Notifications are disabled.

Receive an email when a student cancels their registration
for this event?

Yes, please send notifications by email.
(fake@email.com)

+ No, disable notifications.

Wait List

This settingletsyouenable or disable a Wait List for an event. When enabled, the publicwill be given
the optionto be added to a waitlistwhen an eventisfull. Inthis case, invitations to registerforthe
eventcanbe sentto people onthe waitlistif seats become available due to cancellations.

Click on Enabled to choose whetherornota Wait List will be enabled for this event.

= Wait list is enabled. € How does wait list work?
Would you like to enable wait list?

» Yas, allow people to join a wait list,
Mo, dizable wait list.

If you have questions about the wait list, click “How does wait list work?” Aninformation box will open

to provide furtherinformation.
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Wait List & Invitation Automation
Handling Wait List sign-up, sending out invitations to register, tracking invitations, and updating Wait List status are completely
automated. Ma action is required on your part. Read balow to learn how it works.

s o ) o ) Wait List Statuses
Whan the last seat is filled for this evant, Wait List autematically
becomes active®, and Wait List sign-up is displayed to students on the Imwited = An invitation to register
registration website, has been sent to the

e iy I , person's email address.
"Once the Wait List is active it stays that way, even if students cancal

thair registrations. Declined = The invitation to register
wias explicitly declined by
the person invited.

Invitations Automatically Sent Expired = The invitation to register
Invitation emails are automatically sent to individuals on the Wait List, was not used within the
as seats become availabla, in the order they signed up. Each invitation alotted time period.

is valid only for cne registration for this event.

Invitation Expiration
If an invitation expires®, or s explicitly declined by the recipient, a new
Invitation ks automatically semt to the next person on the Wait List.

*Each invitation is only valid for the respective event and will axpire aftar
24 hours.

Completing the Process
When both sides of the Create an Event page are filled in the way you want, click on the “Create Event”
buttoninthe bottom-right corner of the page. This creates the event.

Cancel Create Event
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Enrollments
The Event Enrollment page can be accessed from two places on the Welcome Instructor page.

e Clickon “Enrollments” on the menu bar at the top of the page.

Logged in as John Sample
Log Out

Home Profile  Events Locations  Enroliments Click here

OR

e Clickon the “My Event Enrollments” navigationicon at the bottom of the page.

daa |
<X {
[—— L
Manage My Profile My Event Schedule Program Locations My Event Enroliments My Event Results
You will see the Event Enrollments page
)
o
Event Enroliments 3
RS
This is a list of your scheduled events, including the envoliment count for each event,
10 Action Status Event Information Date and Time Enroliment
70022 View Transfer Complete Demo Hunter Education Classroom Course 10/31/2015 07:00 AM
67858 View | Edit | Cancel Results Submitted Demo Hunter Education Cassroom Course 10/03/2015 10:00 AM -
67905 View Transfer Complete Demo Hunter Education Cassroom Course 09/26/2015 07:00 AM
63199 View Transfer Complete Demo Hunter Education Field Day 06/30/2015 05:00 AM .

Viewing the Roster for an Event
From the Welcome Instructor page, you can get to the roster three ways:

1. My Upcoming Events: If the eventislisted, clickonitto go to the roster.




Event Enrollments

MY UPCOMING EVENTS

06/20/2016 Pennsylvania Hunter-Trapper Education Breezewood Volunteer

Fire Lompainy
07/05/2016 Pennsylvania Successful Bowhunting Allegheny Country Rifle Club

07/16/2016 Pennsylvania Hunter-Trapper Education Independent Study
Rush Township Fine Hall

07/26/2016 Pennsylvania Hunter-Trapper Education Police Rod & Gun Club

Figure 13 Click the blue text to go to the roster for your event.

Enrollments: Click on “Enrollments” on the menu bar to display the Event Enroliments page.
Thenclick on “View” to display the roster fora specificevent.

My Event Enroliments: Click on the “My Event Enrollments” navigationicon to display the Event
Enrollments page. Thenclickon “View” to display the rosterfora specificevent.

This is a list of your scheduled events, indluding the enrollment count for each event.

70022

GTESE

67905

63199

62495

60293

54278

53432

53035

5237

[

Action Status Event Information Date and Time Enroliment
View Transfer Complete  Demo Hunter Education Classroom Course 10/31/2015 07:00 AM
Bass Pro Shops
View | Edit | Cancel  Results Submitted  Demo Hunber Education Classroom Course wozzos oo s ([
355 Pro Shops
Wiew Transfer Complete Demo Hunter Education Classroom Cowrse 09/26/2015 O7:00 AM
Bass Pro Shops
View Demo Hunter Education Field Day os/30/2015 05:00 AW [l
Bass Pro Shop
View | Edit | Cancel  Active Huniter Education Field Day 06/06/2015 07:00 AM s
Bass Pro Shop
View Transfer Complete  Demo Hunter Education Classroom Course oxozzoisos:00rM [
Gitgon Outpost-Shooting Range
View | Edit | Cancel  Active Huriter Education Field Day 02/07/2015 05:00 AM |
Addison Polce Dept
View | Edit | Cancel  Active Demo Hunter Education Field Day 10/11/2014 01:00 AM Bl
Aodison Posce Dept
View | Edit | Cancel  Active Demo Hunter Education Field Day w/oyoi4 00 ([
Addison Police Dept
View | Edit | Cancel  Active Demo Hunter Education Field Day oozrizot4 os:00 A (D

Elm Fork Shooting Sports
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Below isan example of an eventroster.

Event Roster 7777 . Skt iy

53554
Pennsylvania Hunter-Trapper Education

@& Edit This Event | il Unschedule & Remove

pcation Palice Rod & Gun Club
Instructors Johey Sarnple{primary)
5d Tuesday, July 26, 2016 5:00pm - 7:00pm
Thursday, July 28, 2016 5:00pm - 7:00pm
Mame (Last, First) Address City State Zip
Frederick, Madison 15712 Gramercy Tesrace Willard, P& B5242
Gonzales, Aretha IT 11603 Jalene D Chesterfield, PA 48600
Hays, Otto 11578 Woodlawn Sta Reeds Spring, FA 53864
Hensley, Brynn 15412 Longpoint Terr Scott City, PA 32402
Hess, Ebany N 17174 Als P1. Morganville, PA 48319
Lawrence, Quon O 5444 Diekamp Lane Gilliam, P& 29098
York, lolka 1B636 Deerbrook Estates Linn Cresk, PA 76398
with selecteE RN Go
Move to Mew Event
Rermowve from Event
Send E-rmall

Figure 14 An example event roster filled with placeholder student information.

The eventrosteris where you will do most of your event management.
On the Event Roster page, you can:

e Viewinformation abouteachstudent.
e Edita student’sinformation.
Remove astudentfromthe event.
e Move astudenttoanotherevent.
e Sendan email tothe students.

Phane

(517) 803-1300
{915) 666-04B6
{417) 871-3552
{B18) 7229954
{513) 966-800%
(214) 364-3936
(312) 433-2634

& oo

Bkl Shudent

Trovite Student

Add or Remowve Instructors
Upload or Delete Fles

Enter Results

DOB PFI
11-26-1976
03-25-1983
03-22-1958
D5-18-1953
12-09-1994
[9-12-1993
02-07-1986

PoF M Mornal | Extenched
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The links onthe right side of the Event Roster page allow you to do many things.

® Student View & Download = Print

Add Student

Invite Student

Add or Remove Instructors
Upload or Delete Files

Enter Results

e StudentView showsyouthe screenstudentssee whentheyare signingup foran event.

e Download opensa menu of download options.

@ Student View & Download & Print

Roster Page as CSV
All Registration Details as CSV

Extended Roster as PDF
Invite Student

Add or Remove Instructors
Upload or Delete Files

Enter Results

o Roster Page as CSV allows youtodownload yourrosteras a CSV file (editable in
Microsoft Excel).

o AllRegistration Details allows you to download yourroster with all registration
informationasa CSVfile.

o Extended Roster PDF allows you to download the extended rosteras a PDFfile.
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Print opens a menu of printing options.

& Shudent View & Download & Print
Print Roster Page
| Print Extended Rogter
Add 5.

Inwite Student
Add or Remowve Instructors
Upload or Delete Files

Enter Results

o Print Roster Page allows you to printyour roster.

o Print Extended Roster prints your roster with extended studentinformation.
Add Student allows youto manually add a studenttoyour roster.
Invite Student allows you to send emails to students invitingthemto attend your event.
Add or Remove Instructors lets you remove, assign, favorite, oremail selected instructors.
Upload or Delete Files lets youincludefiles with your event. The files can be either:

o EventPublicFiles—visible to students who register for the event.

o EventPrivate Files—visible only to the instructors.
Enter Results lets you upload results foryourevent. Depending on youragency’s settings, you
may input Event Information (such as completing askills workshop), Instructor Information
(such as hours volunteered), and/or Student Results (such as student grades). This section is
customized to meet your state agency’s needs and will vary by state. If you have any questions,

contactyourprogram administrator.

Adding an Instructor to an Event
To add an instructorto an event:

Display the Event Roster page.
On the Event Management menu, click on Add or Remove Instructors.
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Add Student

Invite Student

Add or Remove Instructors
Upload or Delete Files

Enter Results

The Manage Instructors page will be displayed.

Manage Instructors

You can have more than one instructor per event but only one primary instructor. The primary instructor |s listed as the contact far
the event and listed as the prirary instructor on the report sent to the state.

Current Instructors

Role

‘With Selected Instructors:  Select Action

My Favorites =

N favorite instructors sel.

Available Instructors

All

Sample, Johm

fake@email.com

g

5 | Showing Al Instructors - Select a Search Option

A|BICIDIEIFIG|HIIII[KILIM|N|Q|P|Q|R|S|ITIU|V|W|X|Y|Z

Back o Evert
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This page hastwo sections.

e Current Instructors at the top portion of the page shows all instructors currently assigned to the

event. Inthisexample, only the primary instructor—John Sample —is on the Current Instructors
list.

Current Instructors

Role Name Email
Sample, John fake@email.com
With Selected Instructors:  Select Action + Go

e Available Instructors at the bottom of the page liststhose instructors who are ““available”
to be assigned toan event. Thereisa dropdown menuyou can use to search the list of
instructors

Available Instructors

All % Showing All Instructors - Select a Search ( Search

A|B|C|ID|E|F|IG|H|I|J|K|LIM|IN|O|P|IQIRI|S|T|U|VIWIX|Y]|Z

e Withthe listof instructor(s) displayed, click on the checkboxes to the left of each
instructor’sname.
e Onthedropdown menuatthe bottom of the page, click on “Assign Instructors.”

e Clickon the “Go” buttonto add the selected instructor(s) to the event.
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Available Instructors

All s Showing All Instructors - Select a Search Option Search

A|BICID|IE|F|IGIH|I|JIKILIMIN|O|PIQIRIS|T|UIVIW|X|Y|Z

Name ~

Ace,
L2 ADMIN, Hunter Education and Outreach Division
’ ADMIN, NCRO

ADMIN, NERO
@ ADMIN, NWRO

ADMIN, SCRO

ADMIN, SERO

ADMIN, SWRO

AHNER S,

[

ALLEGRO, M) -

With Selected Instructors ¢ Select Action 3| Geo

Assign Instructors

Add o Favorites
Remove from Favorites
Send E-mall

Back to Event

The Current Instructors list now displays the added instructors along with the primary instructor.

Current Instructors

Role Name Email

Sample, Johin fake@email.com
Maka Frimary ADMIN, NWRO fake@gmail.com
Maka Primany ADMIN, Hunter Education and Outreach Division fake@state.gov
ks Primary ADMIN, NCRO fake@yahoo.com

Wilh Selected Instructors:  Select Action

ar
@
a

Event Results
The Event Results page can be accessed from two places onthe Welcome Instructor page.

1. Clickon “Results” on the menu bar at the top of the page.



Logged in as John Sample
Log Out

Click here

Profile Events

Results

Home Locatm

OR

2. Click on the “My Event Results” navigation icon at the bottom of the page.

- eWE - Y=

Manage My Profile My Event Schedule Program Locations My Event Enroliments My Event Results

You will see the Event Results page. Eventslisted as “Active” are the ones where you need to enter
results.

——
Yo st subrmit results for the following events, Click on an event 1o enter results,
Instructor
ID Status Event Name Location Date and Time Form
53951 Active Pennsyhania Hunter-Trapper Education Bresrawood Volunteer Fire 06202016 at 06:00
Corpary M
63952 Active  Pennsyhania Successful Bowhunting Allegheny Country Rifle Club 0705/ 2016 at 05:00
P
63053 Active  Pennsylania Hunter-Trapper Education Independent Rush Township Fire Hall 07/16/2016 at 08:00
Study AM
63954 Active Pennsylvania Hunter-Trapper BEducation Police Rod & Gun Club 07/26/2016 at 05:00
P

Entering Results
Enteringthe resultsforan eventisafour-step process. Note: Not every agency willrequire all four steps.
Ifyou have any questions, contact your agency administrator.

e Step 1: Event Information
e Step 2: Instructor Information
e Step 3: Student Results

e Step 4: Review & Submit Results
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To begin:

e Findthe “Event Name” for the eventthat has results to be entered.

e Clickon “Active” besidethat name. A typical results page foran event mayinclude some orall of
the below boxes. (Thisis customized foryour state; if you have questions, contact your state
administrator.)

Please complete the following information

Event Information Instructor Information Student Results

Edit Edit Edit

You must complete the requested information in all shown boxes foryourevent. To update the
requested information, click “Edit” to access more detailed information.

Step 1: Event Information
For example, John Sample’s administrator requested some eventinformation. Thisis what his Event
Information page looks like:

Results P—

63951
Pennsylvania Hunter-Trapper Education

A Student
Add or Remove Instructors

Breezewnod Volunteer Fire Comgany Upkoad or Delete Files

John Sample:

Go to Roster
Monday, June 20, 2016 6:00pm - 8:00pm
Tuesdary, June £1, 2016 &:00pm - 3:00pm

Plus 1 mare day. Show all,

Event Information

Conductad Skills Station* MM
fas

Mo

John Sample will use the drop-down box to answerwhether or not a skills station was conducted.

Afteryou have entered the requested information, click the blue Save button to complete yourresults.
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When the requested Event Information is completed, you will be returned to the Results page and the
Event Information box will show Complete!. This means your changes have been saved.

Event Information

Edit

Step 2: Instructor Information

If your agency administrator has requested detailed instructorinformation, this box will be available on

the events page.

Instructor Information

Edit

To complete the requested information, click Edit.
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You may see a page that looks like this:

Results

63951

Pennsylvania Hunter-Trapper Education

Breazewood Valunteer Fire Compary

Jahn S.:rr||:|k' Shioaw all irstruchors
Monday, June 20, 2016 6:00pem - B:00pm
Tuesday, June 21, 2016 G200pm - 8:200pm

Flus 1 more cay. Show all,

Instructor Information

Ewir [} ! +1g | John Sample Sam Preterd

John Sample
Primary Instructon, 12345678

Phone®  (872) 433-2342

Totel Hrs= 0 =

In this example, the agency administratorhas requested aphone numberfor
each instructoraswell as a total number of hours the instructor contributed
to the class. John Sample’s page is active (hisnameis listed above the grey
box), sohe can entera numberinthe form here. If he has the additional
permissions, he canalso click the button for his co-instructor, Sam Pretend,
and update herhours as well. Note: instructor permissions may vary by

agency.

Enteringa PIN

Add Student
Add or Remowe Instructors
Upload or Delate Files

Go o Roster

Be sure to read any
on-screeninstructions
when entering your hours!
Each state has different
guidelines forreporting
volunteer hours.

Your state agency may require you enter a Personal Identification Number (PIN)when completing your

38



instructor hourinformation. Note: Not allagencies require this information. If your agency does not
require a PIN, please skip ahead to the next step.

If you are required toenteraPIN, your Instructor Information page may look like this:

Adonis Bitar & Downioad the daily hours report
Prirmary Instruchor,

Saturday, June 18, 2016

Prep Hrs*
Class Hrs*
Range Hrs*

Trd Time*

+ Add Anather Date

Enter PIN here

that the informadion poo have eviored i comet.

PIN *

By entening your PIN you oot

One ar mare insfructors for this event are mot able [2 submil event informalion slecironically.

o E

If you have already created a PIN, type yoursin the box marked PIN. This certifies thatall the
information you have enteredis correct.

If you don’thave a PIN, review the Establishinga PIN section to create a unique personal identification

number.

Afteryou have entered your PIN, click the blue Save button to save yourinputinformationandreturnto

the Results page.

Instructor Information

Edit
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The Instructor Information box willappearin green with the word Complete! when you have updated all
the requestedinformation.

Step 3: Student Results
If your agency administrator has requested thatinstructors complete student results, this box will

appearon yourresults page.

Student Results

Edit

To input Student Results, click the Editbutton. You will be taken to the Student Results page. There, you
will be asked to enterresults for each student who attended yourevent.

Student Results

Enter results for each student. When finished, be sure to click the "Sawe™ buthon,
Howard, Josh Edit Student *

Final Grade*

Fail

Incomakate
Comments

Cance Gave

In this example, Instructor John Sample only has one student he needs to grade. He will use the drop -
down box next to Final Grade to mark his student as Pass, Fail, or Incomplete. He canalsoadd a
commentinthe emptyfield below. If needed, he can editthe student’s inform ation orremove the
studentfromthe eventby clicking the words Edit Student or Remove Student on the right-hand side of

the screen.

Fill inthe fields requested by your state agency administratorand click the blue Save buttonto enterthe
results. This shows your changes have been saved. Then you will be returned to the Results page for

your event.
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Student Results
Complete!

Edit

The Student Results box will appearin green with the word Complete! when you have updated all the
requested information.

Step 4: Review & Submit Results

Note: Depending on your agency’s requirements, you may have to establish a personalidentification
number (PIN) before submitting results. This topic will be covered in the next section.

Ifthe eventisstillinthe future (forexample, day one of a multi-day event has been completed, but
there are two days remaining) and you have completed all requested information, your Results page will
look like this. You can click the green Review button in the bottom-right of the Results page toreview
your results thusfar.

Please complete the following information

Event Information Instructor Information Student Results
Complete! | Complete | Complete!
=alld Edit Edit

You must complete all forms before submitting. m

B Email Event Manager Suppart
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When the eventis completed and you have inputall requested information, your Results page will look
like this.

Please complete the following information

Event Information Instructor Information Student Results
| compietei | | Compiata Complatal |
Edit Eclit Edit
fou must complete all forms befiore submitting. Click here Review B Submit

@8 Emal Event Manager Suppart

Whenyou have completed all requested information, click the green Review & Submit button to review
your data and then submititto your agency administrator.
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Review Results

Event Information

Conducted Skills Station

Instructor Information
John Sample (Primary) Last Updated 6A14/18
Phone | (972) 433-2342
Total Hrs O
Sam Pretend ast Updated BA4/16
Total Hrs

Student Results

Howard, Josh
Final Grade

Comments Great student

B Enail Event Manager Suppoart
Figure 15 An example of what the Review Results page may look like.

If there are any errors, click the grey Go Back buttoninthe bottom-righttoreturntothe previous page
and make youreditsinthe section that needs updating.

If everythingis correct, click the green Submit Results button.

By clicking ‘Submit RN of my knowledge, all information contained in this report s completes and accurate.
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Afteryousubmitresults, youwill not be able to make changes to your eventresults. Depending on your
agency’s approval settings, the status nexttoyourevent may be “Results Submitted” or “Approved.”

Instructor
ID Status Event Name Location Date and Time Farm
63955 Approved Pennsylvania Hunter-Trapper Education Barrett Paradise Library 06/ 14/2016 at 08:00

A

Your results are submitted!

Note: Each agency has different data on the result forms. Therefore, the examples below will be similar
but will not look exactly like the result forms foryouragency. If you need particular help foryouragency,
contactourAgency Support Services team.
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Frequently Asked Questions

How do | get back to the Welcome Instructor page?
The menu bar is displayed at the top of most Event Manager pages. You can always get back to the
Welcome Instructor page by clickingon “Home.”

Home Profile Events | ocations Enroliments Results

Why can’t I log in?
If you are onthe login page and cannot login, it is likely that either your username or password s
incorrect.

If you are notyet onthe login page, navigate to https://my.register-ed.com/login/login by clicking the
underlined text onthis guide orby typing the addressinto your browser’s address bar. If you are having
trouble locating the login page, you may want to reread the section Getting Started.

How do | change my PIN?
If your agency administrator has required the use of personal identification numbers, you can change
your PIN at any time in the Profile section of Event Manager. Review the EstablishingaPIN section of

this guide.

What can | accessin Event Manager?
With Event Manager, you can access:
e Eventsthat youhave created
e Anyeventsthatyouhave beenassignedto by anotherinstructoror administrator.

What if you need accesstoan event, butyou cannot see it? This means that you needto be added to
the event by the primaryinstructorfor that event or by an agency administrator. Once he/she has
addedyouto the event, you will be able to accessit. Instructors are added to an event by usingthe
Manage Instructors menuoption onthe Event Roster page.

Why can’t | find my event on the public calendar?

This could be an “Approval”issue. If your agency requires administratorapproval to create an event, the
eventmay bein a pendingstatus. In this case, after the administrator approves it, the event will display
on the publiccalendar. You may check the eventrosterfora detailed description of the event’s status.
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https://my.register-ed.com/login/login

71788

Arkansas Hunter Education Online In-Person Test
@ Edit This Event | i Unschedule & Remove

Registration Opens on 08/17/2016

DeGray Lake Resort State Park
Thomas Roten Show al
Saturday, August 27, 2016 2:00pm - 5:00pm

Otherfactors to checkare:
e Istheeventdateinthe past?
e Was thevisibility window changed on the Editan Event page?
e Istheevent“Private”?

| created the location, but it isn’t available for me to create an event. Why not?

Thisis likely an “Approval” issue. If youragency requires administratorapproval to create a location, the
locationisina pendingstatus. When the administrator approves the location, it will be available for
creatingevents.

Why can’t | delete my event?
If you are unable to delete your event after someonehasregistered forit, you will need to contactan
administratorto delete an event.

Can | change the capacity for my event?
Yes, capacity can be changed at the eventlevel. The default capacity is defined on the location page.
However, you can override the default capacity by changingiton the Editan Event page.

| want to add an instructor, but they aren’t on the Manage Instructors list. Why not?
Most of the time, thisis because the instructor has not been given access to the specificprogram. As
soon as an administrator gives the instructoraccess, he/shewillbe onthe Manage Instructorlist.

What is the Status column on the Event Results page?
Your Event Results page shows all of your events that are have notbeen closed. The status will be one of
the following.

e Active:The eventisreadyfortheinstructorto enter and submitthe results.

e Results Submitted: The event’s results have been submitted. An administrator will review and
approve (orreject) the results.

e Approved: The event’sresultsare approved.
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I’m on the Event Roster page and can see all my students. How do | give them grades?
From the Event Roster, click “Enter Results” on the right menu bar. You may want to review the Results

section of this guide.

Can| edit a location?
Aftera Locationis created, there isa shorttime period when you can editthe location information.

Once a locationis used by an event, this becomes an administrator’s task.

How do | make my email address available to students?
There are checkboxes at the bottom of your Profile page that you can check to make contact

information availableto students.

Can|l printan event roster?
Yes. Onthe Event Rosterpage, thereisa “Print” option onthe Event Management menu.

Canl register a student?
Yes. On the Event Roster page, use the “Add Student” option onthe Event Management menu.

Still have questions?
Call our Agency Support Services at
844-525-5603 or email agencysupport@kalkomey.com
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