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Edits in the Organizational Folder

This document will walk through the process of editing and updating the contact
and accounting information located in the Organization folder.

1. Go to the Organization Information folder on the left side of the screen.

Select Listing -= | 10/31/09 - Active X Event TEAM TESTING » | af‘. Mew Listing Copy Listing

@ Listing Home for Active ¥ Event TEA L.

B-C1 Help Listing Home I\

-] Cross-Listing Tools Listing Date: 10/7] .

i £ Administration Listing ID: 15814 Listing to edit has been selected

El {21 General Listing Information
: @ General Information
@ Where and When?
@ Standard Details

@ Custom Details

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,

@ Accounting Information !

2. Click the CONTACT INFORMATION tab.

@' Listing Home for Active X Ev
CI Help

{:I Cross-Listing Tools

{:I Administration

=- {:I General Listing Information
----- @ General Information
@ Where and When?

----- @ Standard Details

----- @ Custu:um Details

3. Here the contact person’s information can be edited and/or updated.

Who to contact if participants have questions:

* Contact name: |Jane Test

* Contact phone: |999-111-2222

Contact fan: |

* Contact e-mail; |janetest@acﬁve.mm

YWeb address: |http:.-".-'"N'fx"fx'.au:ﬁve.u:u:um.running |[|:lI'E'-.-'iE';-.']

4. Click SAVE.

For additional questions, contact client support at
Tel 888.620.8717 clientsupport@ActiveNetwork.com
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Note: The contact information will appear in the confirmation email that participants receive
once they have registered.

5. Click ACCOUNTING INFORMATION tab.

@' Listing Home for Active X Event TEA
CI Help

CI Cross-Listing Tools

CI Administration

=1 General Listing Information
@ General Information
@ Where and When?
@ Standard Details

@ Custom Details

=23 Qrganization Information
@ Contact Information

%7 Accounting Information_=»

For additional questions, contact client support at
Tel 888.620.8717 clientsupport@ActiveNetwork.com
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6. Here the following things can be edited and/or updated:
A. Email address to receive email confirmations for each individual registered.
B. Accounting address (where Active.com should send registration payments)

A, Would vou like to receive email confirmation when a registration is completed online?

(¥ Yes, send confirmation e-mails to;

|a|iu:ia.|:uuu:kner @activenetwork.com

() Mo, do not send any confirmation e-mails,

Mote: Do NOT rely on email confirmations for yvour complete list of online registrations.
Always use the reports and tools provided to yvou from the Registration Center to print or download a
final list,

B Where should Active,com send registration payments? @

Make checks payable to: |.-5.|:1jve Metwork |

Biling Address: @ o2 Telesis Court 2100 [ Edit ]
San Diego, CA 92121

() Change to new address (belaw)

Address {line 1):

Address {ine 2

City:

Country: |USA |

State Province Region:

i

Fip/postal code;

Mote: Edits to Existing Billing Addresses wil apply everywhere that this address is used on
Active,com.

7. Click SAVE.

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




