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Can’t find what you’re looking for?  

Our Agency Support Services team can help! 

Call us at 844-525-5603 or email agencysupport@kalkomey.com  

mailto:agencysupport@kalkomey.com?subject=Event%20Manager%20Instructor%20Help
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Getting Started 

Welcome to Kalkomey’s Event Manager! Event Manager is an easy-to-learn tool that will make it easier 

for you to schedule your events, invite students, manage your roster, and track your hours, all in one 

place.  

This guide will help get you started. It covers: 

1. Many of the screens that you will see. 

2. Computer terms you will need to know. 

3. How to start the Event Manager program. 

4. How to use the features in the Event Manager. 

 

Basic Computer Terms 
This section is a quick refresher on some common computer terms.  

What Is a Browser? 

A browser is a program on your computer that you use to visit websites. When you turn on a computer, 

you see small graphic symbols on the screen. These symbols are called “icons.” To get to your browser, 

you click its icon.   

Here are the icons for several popular browsers. 

Internet Explorer by Microsoft Firefox by Mozilla Chrome by Google 

   

 

 

What Is the Address Bar? 

After you click on a browser’s icon, you see the homepage for that browser. At the top of the page is an 

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

 

 

 

Address Bar 



 5 

 

 

What is a URL? 

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

 

 

 

 

 

 

 

  

https://my.register-ed.com/login/login
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Starting Event Manager  

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

Method One: From Register Ed 

Follow these steps. 
 Click on your browser’s icon to open your internet browser.  

 Move the cursor to the address bar and click. 

 Type in the URL for Register Ed (the visitor side of Event Manager): www.register-ed.com 

 Press ENTER on your keyboard. Your browser will navigate to the public side of Event Manager, 

Register Ed. It should look like this, below. 

 

 Click the Agency Login link in the bottom-right to navigate to the Event Manager login page. 

Click here 

http://www.register-ed.com/
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Figure 1 This is what the login page for Event Manager looks like. 

Method Two: By Typing the URL 

Follow these steps. 

 Click on your browser’s icon. 

 Move the cursor to address bar and click. 

 Type the URL for Event Manager: https://my.register-ed.com/login/login 

 Press ENTER.  The login page is the access point for Event Manager.   

 

(If you are using a 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 for future 

reference.  

Now that you are at the login page for Event Manager, type in your assigned username and password.  

Then click “Log In.” 

You’re logged in to Event Manager! Keep reading to learn how to make the most of this resource. 

Email Verification 

Depending on your agency administrator’s requirements, you may be asked to add or verify your email 

address. This is very easy to do in Event Manager. 

First, log in as described above. If the system determines that you don’t have a valid email address on 

record (and it is required by your agency administrator), you wi ll be asked to enter an email address. If 

you don’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 sent to you so you can verify your email.  

 

https://my.register-ed.com/login/login
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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 in the 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 sent to you to 

verify the new email address. 

Once you receive the email, just click the blue link. You’ll be returned to the site so you can log in and 

get back to work. 

 

Figure 3 An example of an email you may receive to verify your email address. 
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Figure 4 An example of the screen you will see after verifying your email address. 

 

Establishing a PIN 

Depending on your agency’s settings, you may be required to establi sh a PIN before submitting results 

for your events. Not all 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 link in the menu on your instructor home page. 

 

You can change your PIN and password whenever you want by accessing your profile page. To change 

your PIN, scroll down to the “Login Information” section, enter a PIN number you will remember, and 

then hit Save. 

Your PIN will be ready for you to use immediately for submitting class results. 
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Understanding the Welcome Instructor Page 

This is an example of what you will see the first time you successfully log in to Event Manager. In this 

example, user John Sample from the Pennsylvania Game Commission has just logged in. 

           

 

This page contains the following information. 

 Agency logo in the top-left shows your agency’s identification logo. 

 Logged in as in the top-right shows who is logged in—it should show your name. 

 Log Out lets you click to exit Event Manager. 

 Menu bar, on the edge of the dark-colored background, allows you to change pages within 

Event Manager. 

 My Upcoming Events box displays a short list of your upcoming events. 

 Five large navigation icons at the bottom of the screen provide another way to move about in 

Event Manager (just like the menu bar). 

 

Using Event Manager 
On the Welcome Instructor page, each of the features in Event Manager, except “Home,” appears on 

the menu bar and as a navigation icon. In the list below, the name of the menu bar (“Profile”) comes 

first; the name listed in the navigation icons (“Manage My  Profile”) comes second. 



 11 

 

1. Home:  Return to the Welcome Instructor page from any other screen.  

2. Profile or Manage My Profile: View or update your personal information. 

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

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

5. Enrollments or My Event Enrollments: View enrollment and capacity for events. 

6. Results or the My Event Results: Enter, review, and submit result data for events. 

 

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

 

Profile 

After you log in, 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 on the menu bar or 

the Manage My Profile navigation icon to get to this page. 

 

 

Figure 5 This is an example of your profile page in Event Manager. 
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Figure 6 The profile page in Event Manager. 
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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 location is in the system.   

From the Welcome Instructor page, click on either “Locations” on the menu bar OR the “Program 

Locations” icon to get to this page.   

Displaying Locations 

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

 Click on the down arrow beside “Select a Program to Begin” to reveal a dropdown menu.  

This menu lists the programs for which you can create events. 

 

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

 Click on the program you want to investigate. All locations that are available for the program 

will be displayed.   

 Now you can search for a specific location. Click on the down arrow to display the dropdown 

menu. 
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 Click on the search option you want to see. 

 Type in the requested information.  Then click on “Search.” 

 If your location is found, you can begin to create an event. 

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

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

 

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

 

Creating a Location 

To create a NEW location:  

 Fill in ALL required fields. An asterisk (*) indicates a required field. 

 (Optional) Manually position the red marker exactly where you want it on the map.   

 When you are done, click on the “Submit” button to save your changes.   
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Figure 9 The Create a Location screen. Fill out all required information. 
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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 event location. When the location you want is displayed, 

click on “Schedule an Event” to schedule an event at that location. 

 

 

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

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

 

OR 

Click here 

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

 

You will see the My Event Schedule page.  This is a calendar of YOUR events.  

 

Figure 10 John Sample's schedule includes three events. 

 



 18 

How to Create a New Event 

 Display the correct month. Click on “Previous Month” or “Next Month,” if necessary. 

 Click on the day you wish to create an event. This takes you to the Create an Event page. 

 

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

 There are two parts to this page: 

o The Calendar side (on the left) for scheduling the dates and times for the event. 

o The Event Detail side (on the right) for defining the details of the event. 
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The Calendar Side of the Create an Event Page 

 

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

1. Click on a date on the calendar. 

2. Use the dropdown menus to select the start time and end time for this date.    

3. When you the date and time are correct, click on the “Add Event Date” button. You will see the 

event date displayed under “Current Schedule.” 

4. If this is a multi-day event, repeat steps 1-3 for each of the event dates. Each time you define 

the start and end times for a new date, click on “Add Event Date” button to add the new date to 

the event schedule. 
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Here is an example of the calendar side for a multi-day event.     

 

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

Below are the steps that were used to create this multi-day event example. 

 Select July 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 Click on the “Add Event Date” button. 

 Select July 21 by clicking the number 21 (Day Two of the event). 

o Choose the Start Time for Day Two. 

o Choose the End Time for Day Two. 

o Click on the “Add Event Date” button. 

 Select July 22 by clicking the number 22 (Day Three of the event).  

o Choose the Start Time for Day Three. 

o Choose the End Time for Day Three. 

o Click on the “Add Event Date” button. 
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The Event Detail Side if the Create an Event Page 
After you complete the Calendar side, you must complete the Event Detail side.  

 

To use this side of the page, start at the top. 

1. Program: Select your program from the dropdown menu. The rest of the event detail fields 

on the right side of the page will display automatically.    

2. Location: Place the cursor within the Location field and start typing the location name. After 

three characters have been typed, a list of locations will be displayed in a dropdown menu.  

Select a location. 

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 event reaches capacity, how many people may sign up to be on 

the wait list? If you do not want a wait list for your event, you can click the blue “enabled” 

text and change the wait list to “disabled.” For more information about the wait list, click 

“How does wait list work?” (or read more information below). 

5. Special Instructions: Enter any applicable event-specific instructions. 
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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 event type, event visibility window, event registration window, event cancellation window, and wait 

list. You also can activate notifications and wait list options for an event. Each individual option can be 

opened by clicking on the associated blue link. 

 

Note: If you are unable to click some or all of these options, contact your program administrator to 

discuss changing the approval settings for event creation. 

Public versus Private Events   

This setting allows you to define the event type as either public or private.  

1. Public: The event is displayed on the public calendar.  

2. Private: The event is NOT displayed on the public calendar.  

 Click on public to see the choices.  

 

Visibility  

The visibility setting lets you control WHEN the event will be displayed on the public calendar. This can 

be used to schedule future events without making them visible to the students.  

Click on the dates to change them. 
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Registration  
The registration setting lets you define WHEN registration for an event is open.   

Click on the dates to change them. 

 

If your program includes the “Special Registration” option, you can enable this to limit program 

registration to manually invited students. Be sure to include instructions in the “Special Instructions” 

area to help students understand their event eligibility. 

 

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

Click on the dates to change them. 

 

You may also choose not to allow cancellations. 
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Notifications   
This setting lets you enable or disable notifications for an event. When enabled, the primary instructor 

will receive an email when an online registration for the event is processed.   

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

 

 

Wait List 

This setting lets you enable or disable a Wait List for an event. When enabled, the public will be given 

the option to be added to a wait list when an event is full. In this case, invitations to register for the 

event can be sent to people on the wait list if seats become available due to cancellations.  

Click on Enabled to choose whether or not a Wait List will be enabled for this event. 

 

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

to provide further information. 
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Completing the Process  

When both sides of the Create an Event page are filled in the way you want, click on the “Create Event” 

button in the bottom-right corner of the page. This creates the event.  
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Enrollments 

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

  Click on “Enrollments” on the menu bar at the top of the page. 

 

OR 

 Click on the “My Event Enrollments” navigation icon at the bottom of the page. 

 

You will see the Event Enrollments page 

 
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 event is listed, click on it to go to the roster.    

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

1. Enrollments: Click on “Enrollments” on the menu bar to display the Event Enrollments page.  

Then click on “View” to display the roster for a specific event.  

2. My Event Enrollments: Click on the “My Event Enrollments” navigation icon to display the Event 

Enrollments page.  Then click on “View” to display the roster for a specific event.   

 

Click here 
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Below is an example of an event roster. 

 

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

 

The event roster is where you will do most of your event management.   

On the Event Roster page, you can: 

 View information about each student.  

 Edit a student’s information.  

 Remove a student from the event. 
 Move a student to another event. 

 Send an email to the students. 
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The links on the right side of the Event Roster page allow you to do many things. 

 

 Student View shows you the screen students see when they are signing up for an event.  

 Download opens a menu of download options. 

 

o Roster Page as CSV allows you to download your roster as a CSV file (editable in 

Microsoft Excel). 

o All Registration Details allows you to download your roster with all registration 

information as a CSV file. 

o Extended Roster PDF allows you to download the extended roster as a PDF file. 
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 Print opens a menu of printing options. 

 

o Print Roster Page allows you to print your roster. 

o Print Extended Roster prints your roster with extended student information.  

 Add Student allows you to manually add a student to your roster.  

 Invite Student allows you to send emails to students inviting them to attend your event. 

 Add or Remove Instructors lets you remove, assign, favorite, or email selected instructors. 

 Upload or Delete Files lets you include files with your event. The files can be either:  

o Event Public Files—visible to students who register for the event. 

o Event Private Files—visible only to the instructors. 

 Enter Results lets you upload results for your event. Depending on your agency’s settings, you 

may input Event Information (such as completing a skills 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, 

contact your program administrator. 

 

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

 Display the Event Roster page. 

 On the Event Management menu, click on Add or Remove Instructors.  
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The Manage Instructors page will be displayed. 

 

  

Click here 
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This page has two sections. 

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

event.  In this example, only the primary instructor—John Sample—is on the Current Instructors 

list. 

 

 Available Instructors at the bottom of the page lists those instructors who are “‘available” 

to be assigned to an event.  There is a dropdown menu you can use to search the list of 

instructors 

 

 With the list of instructor(s) displayed, click on the checkboxes to the left of each 

instructor’s name. 

 On the dropdown menu at the bottom of the page, click on “Assign Instructors.” 

 Click on the “Go” button to add the selected instructor(s) to the event. 
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The Current Instructors list now displays the added instructors along with the primary instructor.  

 

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

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

Click here 
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OR 

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

 

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

results. 

 

Entering Results 
Entering the results for an event is a four-step process. Note: Not every agency will require all four steps. 

If you have any questions, contact your agency administrator.  

 Step 1: Event Information    

 Step 2: Instructor Information   

 Step 3: Student Results   

 Step 4: Review & Submit Results   

Click here 
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To begin: 

 Find the “Event Name” for the event that has results to be entered. 

 Click on “Active” beside that name. A typical results page for an event may include some or all of 

the below boxes. (This is customized for your state; if you have questions, contact your state 

administrator.) 

 

You must complete the requested information in all shown boxes for your event. To update the 

requested information, click “Edit” to access more detailed information. 

Step 1: Event Information 
For example, John Sample’s administrator requested some event information. This is what his Event 

Information page looks like: 

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

 

After you have entered the requested information, click the blue Save button to complete your results. 
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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. 

 

Step 2: Instructor Information 

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

the events page. 

 

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

  

In this example, the agency administrator has requested a phone number for 

each instructor as well as a total number of hours the instructor contributed 

to the class. John Sample’s page is active  (his name is listed above the grey 

box), so he can enter a number in the form here. If he has the additional 

permissions, he can also click the button for his co-instructor, Sam Pretend, 

and update her hours as well. Note: instructor permissions may vary by 

agency. 

 

Entering a PIN 

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

 

Be sure to read any  

on-screen instructions 

when entering your hours!  

Each state has different 

guidelines for reporting 

volunteer hours. 
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instructor hour information. Note: Not all agencies require this information. If your agency does not 

require a PIN, please skip ahead to the next step. 

 

If you are required to enter a PIN, your Instructor Information page may look like this:  

 

If you have already created a PIN, type yours in the box marked PIN. This certifies that all the 

information you have entered is correct. 

If you don’t have a PIN, review the Establishing a PIN section to create a unique personal identification 

number.  

After you have entered your PIN, click the blue Save button to save your input information and return to 

the Results page. 

 

Enter PIN here 
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The Instructor Information box will appear in green with the word Complete! when you have updated all 

the requested information. 

 

Step 3: Student Results 

If your agency administrator has requested that instructors complete student results, this box will 

appear on your results page. 

 

To input Student Results, click the Edit button. You will be taken to the Student Results page. There, you 

will be asked to enter results for each student who attended your event.  

 

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 can also add a 

comment in the empty field below. If needed, he can edit the student’s information or remove the 

student from the event by clicking the words Edit Student or Remove Student on the right-hand side of 

the screen.  

Fill in the fields requested by your state agency administrator and click the blue Save button to enter the 

results. This shows your changes have been saved. Then you will be returned to the Results page for 

your event. 
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The Student Results box will appear in 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 personal identification 

number (PIN) before submitting results. This topic will be covered in the next section. 

If the event is still in the future (for example, 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 to review 

your results thus far. 

 

 

  

Click here 
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When the event is completed and you have input all requested information, your Results page will look 

like this. 

 

When you have completed all requested information, click the green Review & Submit button to review 

your data and then submit it to your agency administrator. 

Click here 
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Figure 15 An example of what the Review Results page may look like. 

If there are any errors, click the grey Go Back button in the bottom-right to return to the previous page 

and make your edits in the section that needs updating.  

If everything is correct, click the green Submit Results button. 

 

  

Click here 
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After you submit results, you will not be able to make changes to your event results. Depending on your 

agency’s approval settings, the status next to your event may be “Results Submitted” or “Approved.” 

 

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 for your agency. If you need particular help for your agency, 

contact our Agency Support Services team. 
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Frequently Asked Questions 

 

How do I 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 clicking on “Home.” 

 

Why can’t I log in? 

If you are on the login page and cannot log in, it is likely that either your username or password is 

incorrect.   

If you are not yet on the login page, navigate to https://my.register-ed.com/login/login by clicking the 
underlined text on this guide or by typing the address into 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 I 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 Establishing a PIN section of 

this guide. 

 

What can I access in Event Manager? 

With Event Manager, you can access:  

 Events that you have created 

 Any events that you have been assigned to by another instructor or administrator.   

What if you need access to an event, but you cannot see it? This means that you need to be added to 

the event by the primary instructor for that event or by an agency administrator. Once he/she has 

added you to the event, you will be able to access it. Instructors are added to an event by using the 

Manage Instructors menu option on the Event Roster page. 

 

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

This could be an “Approval” issue. If your agency requires administrator approval to create an event, the 

event may be in a pending status. In this case, after the administrator approves it, the event will display 

on the public calendar. You may check the event roster for a detailed description of the event’s status.  

Click here 

https://my.register-ed.com/login/login
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Other factors to check are: 

 Is the event date in the past? 

 Was the visibility window changed on the Edit an Event page? 

 Is the event “Private”? 

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

This is likely an “Approval” issue. If your agency requires administrator approval to create a location, the 

location is in a pending status. When the administrator approves the location, it will be available for 

creating events. 

 

Why can’t I delete my event? 

If you are unable to delete your event after someone has registered for it, you will need to contact an 

administrator to delete an event. 

 

Can I change the capacity for my event? 
Yes, capacity can be changed at the event level. The default capacity is defined on the location page. 

However, you can override the default capacity by changing it on the Edit an Event page. 

 

I want to add an instructor, but they aren’t on the Manage Instructors list. Why not? 
Most of the time, this is because the instructor has not been given access to the specific program. As 

soon as an administrator gives the instructor access, he/she will be on the Manage Instructor list.  

 

What is the Status column on the Event Results page? 
Your Event Results page shows all of your events that are have not been closed. The status will be one of 
the following. 

 Active: The event is ready for the instructor to enter and submit the results. 

 Results Submitted: The event’s results have been submitted. An administrator will review and 

approve (or reject) the results. 

 Approved: The event’s results are approved. 
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I’m on the Event Roster page and can see all my students. How do I 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 I edit a location? 

After a Location is created, there is a short time period when you can edit the location information.  

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

 

How do I 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 available to students.   

 

Can I print an event roster? 

Yes.  On the Event Roster page, there is a “Print” option on the Event Management menu. 

 

Can I register a student? 

Yes. On the Event Roster page, use the “Add Student” option on the Event Management menu.   

 

 

 

 

 

 

 

 

 

 

Still have questions?  

Call our Agency Support Services at  

844-525-5603 or email agencysupport@kalkomey.com 

mailto:agencysupport@kalkomey.com?subject=Event%20Manager%20Instructor%20Help



