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How to Update or Add Registration Messages & Waiver

This document will show the process of how to update or add Registration

Messages and Waiver.

Registration Messages

1. Go to the Customization folder on the left side of the screen.

Select Listing -> | 10/31/09 - Active X Event TEAM TESTING + | &K Mew Listing

Copyw Listing

@' Listing Home for Active X Event TEA
{:I Help

{:I Cross-Listing Tools

{:I Administration

=1 General Listing Information

----- @ General Information

@ Where and When?

----- @ Standard Details

""" & Custom Details
#-{_] Organization Information
Customization
Registration Messages
@ Waiver

""" Questions

=+ Re_gist'aﬁcun Categories
'''' .,"EK Add MNew Category
""" Re-order Categories
""" Group Categories

""" Export Headers

Listing Home

Listing Date: 10/3 K

Listing ID: 158147 Listing to edit has been selected

Status of Your Listing
# This listing has Cnline Reqistration turned

# This listing is approved for display on Active.com.

# This listing can accept local expert comments,

Preview Registration Form
# Show me what parficipants will see

Customized Your Form Yet?

= Customize Registration Questions fes
& Your Waiver Yes
& |Logo fes
# Donation Account Setup / Linked Mot Yet

2. Click REGISTRATION MESSAGES tab.

@' Listing Home for Active X Ews
CI Help

CI Cross-Listing Tools

CI Administration

=1 General Listing Information

@ General Information
@ Where and When?
@ Standard Details

----- @ Custom Details
=] Qrganization Information

@ WWalver

- Questions

For additional questions, contact client support at
Tel 888.620.8717 clientsupport

ActiveNetwork.com
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3. In this section you will have the option to add and/ or update:
A. Message to display when registration is closed
B. Message to include on confirmation page
C. Message to include in confirmation e-mail

A.Message to display when registration is closed: @

i

REGISTEATION IS5 CLOSED MESSAGE

B.lMessage to include on confirmation page: @
View Sample Confirmation Page

CONFIEMATICON MESSLGE

C. Message to include in confirmation e-mail: @
View Sample Email Confirmation

EMATI. CONFIEMATICON MESSLGE

File to attach to confirmation e-mail:

|[ Browse...

Accepted File Types: .txt, .hitml, doc, .pdf, jpg, .gif, .bmp, xl=

4. If you have text entered in any of these fields, make sure to update dates and times that
were in reference to the previous year’s event.

5. To preview the confirmation message and/ or confirmation email, click View Sample
Confirmation/Email link.

6. Click SAVE at the bottom of the screen.

For additional questions, contact client support at
Tel 888.620.8717 clientsupport@ActiveNetwork.com
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Waiver

1. To add and/ or update a waiver click Waiver tab.

@' Listing Home for Active X Ev
{:I Help

{:I Cross-Listing Tools

{:I Administration

EI{:I General Listing Information
&5 General Information
&5 Where and When?

----- @ Standard Details

----- & Custom Details
=1 Organization Information
EI{:I Custormization

L6353 Degietration Messages

2. A waiver can be copied and pasted into the waiver text box field.

Waiver #1

COPY AMD PASTE WAIVER IMTO THIS TEXT BOX

Display waiver as: (3 Scrolling box () Standard text

3. There is also the option to choose:
A. Toinclude as a printable waiver.
B. Toinclude an initial checkbox below the waiver.

A. Include printable waiver? (&) ves (Mo

B. Include initial checkbox below waivers? (&) ves (Mo

4. If any changes have been made, click SAVE at the bottom of the screen.

I [ Add another Waiver ]

For additional questions, contact client support at
Tel 888.620.8717 clientsupport@ActiveNetwork.com
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For additional questions, contact client support at

Tel 888.620.8717 clientsupport@ActiveNetwork.com




