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What is it?

The eReg module includes the functionality to organize the finances and payments for
your events, regardless of the size of the event. From charging fees, to setting up taxes,
to generating invoices, eReg streamlines the administration of all financial aspects of
your events. This feature is found in the ‘Fees & Payment’ tab within the eReg module.
The feature set includes the ability to:

Set price points and specify fees for each category, session or option.
Allow attendees to take advantage of discounts during the registration period.

Control the way in which registrants can pay for the event.
Set up and charge tax from registrants when they register for the event.

e Configure and generate invoices at the time of registration.

Why use it?

In order to ensure event success, it is important to manage the event financials and take
the stress out of organizing finances. Event organizers and planners need a secure
mechanism to collect attendee payment, specify fees for different categories and
sessions, and provide registrants convenient ways to pay in their preferred currency.

For many organizations, it is a requirement to collect taxes and the type of event often
dictates what type/how much tax needs to be collected. If you do collect taxes for your
event, you need to track all of these amounts to meet your government/ regulatory
reporting and remittance requirements.

With the etouches platform, attendees' payments are easily recorded and scheduled for
processing using different payment modes, discounts provided, taxes levied and
invoices generated at the time of registration.
All these features make event registration,
payment processing, invoicing and reporting Standard g Discount
easier, more flexible and provide a more Fees Codes
comprehensive approach to event finance
management.

Fees & Payment
Payment g Settings

Invoice

Settings
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How do I use it?

The ‘Fees & Payment’ feature set is found under the eReg module which is a part of
etouches’ Quad and Pro packages. This feature set consists of 5 different pages:

e Standard Fees
e Discount Codes

Payment Settings
Tax Settings

Invoice Settings

Feature Focus: Standard Fees

The standard fees page has two sections: price points and standard fee structure.
Prices are separated into columns by price points. The standard fee section is divided
by category, session details, option details, and anything that can have a fee associated
with it.

date time delete
Price Poant 1 177102010 [5] 12008 () @
Prics Poet 2 [W0/13/2010 =] [12:00am ) @

D O I i

Specdly fees for each catigery, Se5sion of opUon luted below. Plesse note thet any proe pents left completely bank will be risumed to be unused - the system wil sjrare that prece piant and charge the Fst
auniable prce. I you mant 1o charge 8 fee of O for soy parbeuiar prece pent pou wil seed to specdy the 0.

Attendee eategary Prior1s 17/11/10 1200 am  17/1L/10 12:00 am - 38/11/10 12:00 Full peice (%)
Member {16000 | $[125.00 | #1550 |
Meetong Bnd Membership Package % 23500 | § 235.00 | & 260,00 |
Man-Hember {15000 | 17500 | $[190.00 |
Speaier o | foon | o)
Sponsor soe | sfoo0 | foeo |
Bkt oo | fooo |

Session details Priar 15 17/11/10 12:00 am TS T R Full Pries (5)
Lunch/Session 1: Mome Meaith and Collaborative Practce . N R .

lrl.rww:z::s m-i:»;m o 1 H ] ]

Keyrote Addresss Publs PolopfHesith Care Priorties for Case Mansgers P . 7 )

FI/3/10 1:45 pen-3:00 pm. £ 1 £ £

| Search Euents = ol
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Price Points - Price points allow you to charge a different amount depending on the
date and time when a person registers. This allows you to automate the prices that are
shown to attendees without having to manually update the prices following a given date.

Adding a Price Point - to add a price point simply click the button labeled “Add New
Price Point” under the current price points (if any). This will add a blank price point in the
price point box. Once you have added the price point you can enter in the date you want
the price point to end on, and if you choose, you can also select a time the price point
will be on.

Price Pownt 1 [17/183/2010 (3] [12:008m O @
wrice Poart 2 301072010 (5 [12:000m () @

O i i

Specdy fees lor each categery, session or option kuted below. Flesse note that any prece penks left completely biank wil be assumed to be unused « the system will sgrare that prece prent and charge the Pt
avadable pnce. If you want 2o charge 8 fee of O for aery parbodar prce pont you will need to specly bhe 0.

Attender eategary Prior 1o 37/11/10 12:00 am  37/11/10 12:00 am - 30/13/10 12:00 Full Priee (5)
Member S 0000 | £ 125,00 | & 155.00 |
Meeting and Hembershin Package $ 23500 | § 235,00 | & 760,00 |
Hon-Hember ;'_ 150,00 s.: 175.00 qi_uum
Speaker so.00 | o000 | o |
Sporsor oo | oo | )
Exiin Hoe | fooo |
Session details Prlorts 17/20/10 1200 am  A7/AL/10 1100 v - 34/11/10 12:80
Lunch/Session 1; Home Health and Collaborative Practsce -’ n r " r
I:ma.rm 12:15 pme1:30 ]am 5 ] 5 ] #
. 33/12/10 1:45 pm-3:00 pm % 1 E &
TR =l 1

Standard Fee Structure - You can specify fees for each category, session or
options listed in this page.

e Attendee Category - Here you can enter in any pricing that applies to a category.

e Session Details- The columns representing the price points will stay the same.
The added feature for sessions is the ability to specify a price by a certain
category for each session.

e Option Details- The columns representing the price points will stay the same. The
added feature for options is the ability to specify a price by a certain category for
each option.
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Feature Focus: Discount codes

The Discount code page has two sections: the discount code and the viral ticketing
section.

FEBHSCOUMR COOBE e e

[ Account level discourt codes can be used for ths event (2 cumently gvailsble]

Mo discount codes foumnd
Detcount eoded allowt you b2 Medily the fees charged Based o the tode entered by the antendies.
Weu have not vet created any disceunt codes for this event. To do go, chick the burten Isbelled “Add diseoust code™ belon.

__Add dncountcode || Gxporiinbaoel || Dalste umed coden |

¥ Wiral Ticketing

\null»d-mnl an Exing way 8o duickly and eaily Boct midketag efforti. I8 very fimple - each perion uummr«mmmmn 8 whague marketing code. Mum anyong wha regaters that
& desopund. Wew for the ciever ba - 13 incentivie the ongnal registrant to do your markebng for you, you siss offer @ refund on thes lee for each person they

T enabis viral ticketing, check the box below, then enter the discount you Want 19 gve to people who are refermed by &n excsting registrant, and the refund you want to grve to the ongnal registrant.

[ ) Erabin Virsl Tickietesg for thas avent

e i

Discount Codes - The discount code page is where the discount codes
associated with your event will be listed. A discount code is a code the registrant will
enter during the beginning of their registration that will provide them with a certain

discount either based on percentage or a fixed price.

[ Account level discount codes can be used for this event (2 currently availpble’

No discount codes found
Duizount ooded Blkew you 05 Modily the hees charged based on the code enteded by the artendes.
W hEve not vel Cieated By disceunt codes fof this event. To 82 55, chick the Butten labelled "Add discount code™ belon,

| Add discount code || Bxportto Gxcel || Delete d coden |

¥ Wiral Ticketing
virsd tickabng 1""“""%“ quickly and eandy bocat murkateg efforts, I0s vary simple - sach person that registers for o evant s gven 8 whegoe marketing code, M!m anyone wha registars that
they refermed o a descount. How for the dever ba - 1o incentivize the ongeral registrant to do your markebng for you, you aiso offer them a refund on thes fee for each persen they
To ensbis wirsl ticketing, check the bax below, then enter the discount you want by give bo people who are refermed iy BN ewsting registrant. and the refund you want to geve to the ongnal registrant.

] ) Erabln Wiaral Tickutasg for tha event

- CIT—

sales@etouches.com | Facebook, Twitter, LinkedIn




a¥
etouches

REDEFINING EVENT SOFTWARE

Viral Ticketing - Viral ticketing is an exciting way where you can use the power of
networks to market the event by incentivizing your delegates to promote your events
through personal networks. Using the viral ticketing functionality, your confirmed
participants receive a discount code which they promote to their friends and colleagues.
As their contacts register, their registration fee is reduced. etouches’ viral ticketing
function automates payments and refunds to attendees who pass and receive the viral
code resulting in increased sales without additional effort.

Feature Focus: Payment Settings

The payment settings page consists of three sections: payment methods, currencies
and other information. The payment settings page allows you to edit the currencies used
by your event and the ways in which your registrants can pay for your event. Other
payment related text such as terms and conditions, payment instructions or your
cancellation policy can also be specified here.

¥ How are you taking payment for your event?

Payment method publsc admin edit debete

Crede Card il o jra] i}

Check i o A i |
e e e BT O ST, T

The standard Camenty is the curmency in which 8l Brices are spohied, and the camenty Ut whith is S6nt 0 your Payment gatewsy whin B DEYMER & submitted,

1F yesa wish b0 displey cther currencsts on your site slongside the standard ourrency, dick the "add sncther currency” button below.

Standard currency '/ |US Dollar (5] =
Drag and drap the currencies to reorder Payment gateway Exchange Rate delete

s Diokar ($]

The payment method allows you to regulate the way in which registrants can pay for the
event, e.g. credit card, check, cash and via wire transfer.

sales@etouches.com | Facebook, Twitter, LinkedIn
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Tip

Viral ticketing is a
powerful way to
market your events
by offering
discounts to
registrants who
refer other
registrants. You
can reward your
attendees by using
this viral ticketing
feature along with
promoting your
event using the
Promotion/Social
section in the eReg
module.
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[ Add parymant mathod

¥ Which currencies are ¥ using?

The standard cumenty is the currency in which all prices are speched, and the cumency umit which is sent §o your payment gatewsy when & payment is submitted.
1F yaxa wish ko display skher currencees on your sibe alongside the standard currency, dick the "add ancther curmency™ buttan below.
Standard ourency | US Dellar (§] E‘

Drag and drop the currencies to reorder
US Dolar (8]

=51
__Add ancther curmency

¥ Other payment information

Terms & Condtions |

Concailates poicy

E Everts v]='

You can use the currency section to dictate the currencies displayed by your event when

the registrant has to pay. If your event involves attendees from more than country, you
can add more currencies to your event.

Add another currency

Currency ' | Austrahan Dollar =]
Exchange rate J 1 = 8] ]
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¥ Other payment information

Termas & Conitions |

«Cancellation policy

Privacy policy

] 1 o et pr Lot bellirg From
1 ' Hide Payment Irstructions if smount owed is zero
] 0 ABew cegistration th continue  trandactssn fads

[ save s si] [ save 5 i

The “Other Payment Information” section is where you enter in the regulations or
important information about the Payment. All these sections have an HTML editor to
format the text.

e Terms & Conditions- Any terms and/or conditions that apply to your payment
settings page should be entered here.

Cancellation Policy —You can input any information about a cancellation policy.

Privacy Policy- You can input any information regarding the privacy policy here.

Payment Instructions- You can input payment instructions in this field.

Receipt Issued By- You can input the receipt issued by text.

You can also do the following:

e Do not pre-populate billing information from attendee information — By
default, eReg will use the information entered on the attendee information page to
pre-populate the billing information fields. These fields can be overtyped if
desired. If you prefer to force your registrants to type in their billing information
again on the payment page, then check this box.

e Hide Payment instructions if amount owed in zero - Checking this box will
ensure that the payment instructions are not displayed if a registrant’s balance is
zero.

e Allows registrants to continue if the transaction fails — If checked, when a
credit card payment fails, the registrant is nevertheless confirmed and they will
automatically be sent the “failed transaction email”.
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Feature Focus: Tax Settings

The ‘Tax Setting’ feature set in our system allows you to collect tax from registrants
when they register for the event. By simply applying a tax rate to a field, you can either
charge tax to the registrants or allow them to opt out of tax. Our system is flexible
enough to take care of the calculations and tax reporting for you.

Tax exemptions are often the case given the various types of an event that an
organization may hold. etouches' new feature allows you to achieve tax exemption stage
with just a click.

Tax Rates - It allows you to specify a tax rate if you want to apply sales tax to items with fees.

Event Info Categories Attendee Info Agenda & Options  Hotel & Travel Fees & Payment Look & Feel Adv. Settings

¥ Tax rates
Charge tac at ./ |20 %
¥ Tax rules

[# ) Tax spplies to registrants from all countries

[ ) Tax applies to registrants from all states

[7] ) allow registrants to opt out of tax

71 ) Deduct tax if a valid VAT number is given

[T] ) Prevent registration if an invalid VAT number is supplied
[#] ) Charge a state tax in addition to the standard sales tax

Alabama 0 hg [j| Tax is cumulative

Alaska D Tan is cumulative
Arizona [0 Fe O Tox is cumulative
Arkansas (o ] Tox is cumulative
California [ Tax is cumulative
Colorade [0 Fe I Tex is cumulative
Connecticut [0 T T Tax is cumulative
Delaware [ Tax is cumulative
District of Columbia [0 m [ Tax is cumulative
Florida ﬂ [ Tax is cumulative
Geargia [ Tax is cumulative
Guam lo M [ Tox is cumulative

Ta)g Rates - In the ‘Tax rules’ section, you can set various rules for tax.

e Tax applies to registrants from all countries — If checked, then registrants from
all countries will be charged tax.

e Tax applies to registrants from all states - If checked, then registrants from all
states will be charged tax.

e Allow registrants to opt out of tax — If checked, then registrants will be given
the ability to opt out of tax when they register.

sales@etouches.com | Facebook, Twitter, LinkedlIn
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e Deduct tax if a valid VAT number is given — If checked, then registrants will not
be charged tax if they have entered a valid VAT number.

® Prevent registration if an invalid VAT number is supplied - If checked, then
registrants will not be able to register until they have entered a valid VAT number.

e Charge a state tax in addition to the standard sales tax — If checked, then
registrants will be charged a state tax in addition to the standard sales tax.

¥ Tax ratas

| —
——

[# 10 Tax spplies to registrants from il cowntries

[# 10 Tax applies bo registrants from all states

[T ) &Bow registrants o opt out of tax

1 L Deduce tax i & vald VAT number is ginen

1 ) Prevent regstrabion of an sakd VAT number i supohed
[# () Charge » state tax in addition to the standard sales tax

Habama ™= [ s i cumutative
Aasicy [0 M [ Taxis cumuistive
Arzena [8 s [ Taxis cumulative
Sricarms [o s [ Taxis cumulstive
Caifornia [ s [ Tax is cumulstive

] 3 = [ Tax is cumulstive
Cannectio [ ED maxis cumulsive
Dulawpr [a T D Tax is cumulstive

Feature Focus: Invoice Settings

Invoicing is an integral part of any events-based business which is why etouches
includes a comprehensive and easy-to-use invoicing system. This feature set allows
attendees to generate comprehensive invoices at the time of registration. Our system
generates comprehensive invoices and allows customized billing for each event. The
invoice settings page has two sections: General Invoice Settings and the invoice
designer.

General Invoice Settings

Allows attendees to generate an invoice from registration record page — This
settings allows your registrants to generate their own invoice when they reach the
e registration record page.

Use event name and email address when sending manual invoices - By

e selecting this option, invoices sent by administrators from the generate invoice
page will be sent from the event name and email address and not the name and
address of the logged in user.

e Itemize selections of attendee invoices - The system will show the total cost of
the booking as a single figure on the invoice. This setting allows you to break out
that figure by individual prices of the items purchased.
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e o
Standard fees  Discount codes ~ Payment settings  Tax settings

[¥] ) allow attendees to generate an invoice from Registration Record page
[7] ) Use event name and email address when sending manual invoices

[¥] ' Itemize selections on attendee invoices

o Itemize attendee selections that do not have fees
@ yesD Mo

\ /

¥ Invoice designer [Beta]

[¥] ) Use the invoice designer to customize your invoices

| Launch invoice designer |

[ save & stay] [ save & Ext]

Invoice Designer

This system will automatically provide a basic invoice for your registrants: however, if

you want to significantly customize the way your invoice looks, we recommend using the

invoice designer.

[¥] ' allow attendees to generate an invoice from Registration Record page

[T % use event name and email address when sending manual invoices

[V Itemize selections on attendee invoices

. Itemize attendee selections that do not have fees
@ vesT No

/vinvoice designer fsetal

[¥] ' Use the invoice designer to customize your invoices

| Launch invoice designer |

sales@etouches.com | Facebook, Twitter, LinkedIn
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The Invoice
designer helps
brand the look &
feel of the
invoice. Launch
the invoice
designer to
itemize selections
on invoices, add
any type of
content you want
to the invoice.
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With the help of the invoice designer, ..you can customize elegantly formatted invoices,
brand the look and feel of invoices and add unlimited attendee products.

Inwoke desigher

Irvaice body
Selection Cost

$0.00

Met $0.00

Sales Tax

(0%} .

Gross $0.00

Paid #0.00

Balance 0,00

[ e i) 5 s .

In the Invoice Settings of the invoice designer, you can choose the page size, header
and footer height.

Inwoice designer

Invoice settings

Feader height /[ 200.000 | pocels

Fester haight ' | 200.000 | pocels
1 ) Show page numbers on the invoice

[Save satings | [ Canced |
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Using the Invoice content editor, you can select the content you want to add to the
invoice. You can add the image/logo from your event logo or event database, show
information about the event, add registrant's personal information or billing information,
show items purchased as part of the registration along with a total cost, show the

cancellation policy, terms & conditions and any other custom text that you want to show
within the invoice.

Inveice desigrer Invaice content editer

Select the type of content you want (o add to yeur inveice from the eptions below:

Image/loga
|Mmiﬂmhnmmﬁubmwhmm
Ewent, & billing information
ﬂnmmhm“‘ i al i

their billing

ion, together with a total cost and balance dise.

Polickes f Terms
Show your canceliation pokicy, terms and conditions etc.

Custom text
Add any custom text that you want to the mvoice.
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