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Copy Listing:
This document will walk through the process of how to copy a listing from last
year.

1. Select your listing from the top, left dropdown menu.

Select Listing -= | Select from listings below W | ,‘Q{ Mew Listing Copy Listing

@ Listing Home for Regis

Ay WELCOME TO YOUR'REGISTRATION
Guide to the Active \

i@} Effective Ways to

MANAGE YOUR ONLINE REGISTRATION LISTINGS T NEW TO THE

Frequently Asked:

L@ rontact Us + MANAGE CURRENT LISTING * Reports)
. . Choose an existing listing from the drop-down menu Build your
| Cross-Listing Tools “hove. registratiof

Wizard™ frg

= CREATE NEW LISTING
1. Click New Listing button above
- OR -
2. Choose an existing listing from the drop-down menu
and click the Copy Listing button above,

You can usg

+ Increase

ONE STOP SHOP FEATURED 0}
Let Active handle all of yvour data and online marketing + Website
meeds, 50 vou don't have to. Packages
you,

#  Online Fundraising

& Custom Website Design and Hosting + ActiveRel
# Event Sponsorship Get free =3
+ Paper Registration Data Entry Bar, Prope

For additional questions, contact client support at
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com
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2. You are now in the listing that you would like to copy.

Listing Home for SAN DIEGO TEST EVENT
Listing Date: 10/15/08
Listing ID: 1581188

Registration for this listing is now closed

*

To extend the registration close dake on this listing please contact our support beam at

1-3858-620-3717 or email clientsupport@activenetwork.com,
*

To open online registration for a new season or event, just click on the Copy Listing | butbon

above bo create a new lisking with the same Form and set up information as your past lisking "3AN
DIEGD TEST EYEMT",

3. Click COPY LISTING button (located at the top of the screen)

| 10/31/09 - Active X Event TEAM TESTING | ;3% Mew Listing 4 182 Copy Listing

Listing Home for Active X Event TEAM TESTING
Listing Date: 10/31/09
Listing ID: 1581472

Status of Your Listing
# This listing has Cnline Registration furned

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

# This listing can accept local expert comments,

Preview Registration Form
& Show me what particinants will sze

Customized Your Form Yet?

& Customize Reqgistration Questions Yes
* Your Waiver Yes
& |logo fes
# Donation Account Setup § Linked es

For additional questions, contact client support at
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com
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4. A pop-up box Wizard will appear. This will prompt you to:
a. Enterin the new name of your listing
b. New listing date and time
c. Keep the ‘Add Online Registration’ button to YES

Listing Name and Date
Listirng being copied: Active X Event TEAM TESTING
* Indicates required information.

Listing Mame ™

A.|

B. Lstng Date™

When does this listing ooour? @
Flgase snter the date on which the svent. league. or sctivity takes place, Nete
that thess sre NOT the dstes registration begins,

& Single day
san s 01 [ 2008 s/ 11 w58 ae] [Pt

f:) Mults-dlay

Startday: [Jan (v |[01 %2002 ae|/] 11 sl 52w | PV s

Endday: [Jan (%01 v /(2009 /|11 sel{ 59 w|[Pm e

C.| Add Orline Registration? (&) Yes () Mo

If you choose to Add Online Registration, registration categories
will close 2 days before the listing date entered above. To change
this close date, change the price end date on the Price Schedule
page for each Registration Category.

Cancel Next >

5. Click NEXT.

6. Select who will be paying the processing fees for the event. You can choose from:
a. The participant
b. The organization or
c. Splitting the fees between the two

Registration Processing Fee and Selection of Items to Copy

Registration Processing Fee Options @

The participant will pay the processing fee in addition to the base registration price. @
O
(Examois: price & §90. 00, pariicpant pays 593,95, Actve. com sends & chieds for s90.00)
Deduct the processing fee from the base registration fee, @
O
(Examole: price & 59000, parfignant pays 390,00, Actve. com sends & chedt for 535.05)

Split the processing fee between the participant and my organization, €
(Exampie: price is 840,00, parficoant pays 541,95, Active. com sends 8 cheok for 535.02)

For additional questions, contact client support at
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com
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7. Check all items that you would like to copy from the previous year’s listing.
Depending on your previous year’s event these options may be:
a. Custom Details
b. Custom Questions
c. Download Profiles

Check all items below that you would like to copy from the existing event
] Custom Details
] Custom Questions
] Download Profiles

8. You can also update your credit card descriptor on this page.

Diescription is limited to 10 characters with no spaces or symbals, @

* Reqistrant Credit Card Statement Description: |UF‘D.-5.TE |

9. Click NEXT.

10. Depending on the type of listing that is copied; this is where additional classifiers can be
selected. For example with a running event, the list of classifiers below can be chosen
from:

Listing Classifiers

Listing Classifiers

[] Marathon [ ] HalfMarathon [] 5k

[] 1ok [] 1 mile [] 5 mile
[] isx [1 t0mie [] Ultra Marathon
[] FunRun [] Kids Run [] Training Run

[] Membership [ ] Conference

For additional questions, contact client support at
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com
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11. After you have read the Service Agreement, select ‘Yes, | am 18 years of age or older.’
Agree to the Services Agreement, enter your initials, and click FINISH.

Event Services Agreement

* 1AM 18 YEARS OF AGE OR OLDER. O Yes @ No

Hosted Software License & Services Agreement S

This Hosted Software License & Services ["Agreement”) is made effective as of B
the date of your online acceptance of this Agreement {["Effective Date™) and

entered into between Active ["Active”™ or "we" or "us”™) and the entity or

organization on whose behalf vou are entering into this Agreement {"you”

or "your” or "Agency ), Active agrees to provide you the Services (as defined

below) subject to the following terms and conditions, Please read this Agreement
carefully, By electronically agreeing, you acknowledge that vou have the

authority to enter into it on behalf of the Agency.

1. Services, Active will provide you with access to certain of its hosted software
products {Products”) as well as applicable related services and support
("Services") based on the functionality, features, options and fees related to the
Products and Services you have elected to receive, To assist us in the delivery of
the Products and Services, you agree to provide us with certain information
requested by us relating to your organization. Any and all software provided
under this Agreement as part of the Products are deemed delivered F.Q0.B. origin,
which for software will typically be an Active provided downloadable FTP link.

I agree:
“ 1 HAVE READ AND AGREE TO THE EVENT SERVICES AGREEMENT. D
Initials: I:I

[ Cancel ] [ = Back ] Finish

12. A pop-up box will appear asking: Are you sure you are finished copying this listing?
If you are, click OK.

Windows Internet Explorer, r>_(|

& ? J Are wou sure you are finished copying this liskting?

[ 04 ] [ Cancel

For additional questions, contact client support at
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com
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13. This is next pop-up box is confirmation that your new listing has been created.
Click OK.

Windows Internet Explorer,

Congratulations! Your listing has been created and Cnline Registration is now ACTIVE! Use the Registration Center to edit your listing and
[ access reqgistration data,

14. Your new listing has been created and is ready to edit, update and manage.

For additional questions, contact client support at
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com




