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Introduction

RSVP events are private, preventing the registration of attendees outside your guestlist,
while having your event hosted online to simplify your invitation and RSVP process for
prospective guests.

It allows the Attendees to select “Yes” or “No” to attend the event.

Registration Type

RSVP

Capture Yes and No
responses from your guests.
Note that RSVP events
cannot have paid items and
merchandise.

Event Capacity 500

More detalls ~

Prerequisites

1. Database of guest list with below system mandatory fields
a. First Name
b. Last Name
c. Email
2. Additional fields to be provided when the Attendee form is set up
3. Attendees must be invited via GEVME Invitation email to register for their interest

a. RSVP response are tracked via the Invitation email
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RSVP Configuration

Type

Description

Event Landing Page

Attendees will not see the event landing
page when directed from the Invitation
email.

RSVP Yes/ No button directs the Attendee
to the respective form.

Tickets

Tickets are restricted to only 1 registration
per attendee

Ticket Visibility = No

To ensure Attendees does not see the
registration ticket, ensure the ‘Ticket
Visibility’ is set to “No”

Open sales on

When this ticket is available for registration

Close sales on

When to close this ticket registration

TICKET NAME QuANTITY PRICE
1. Registration 500 0
Description

Open sales on ® Now
On  specific timing

Close sales ® When event ends

On a specific timing

Auto hide/show setting ® Always show this ticket regardless of its sale status
Auto hide this ticket when it is not on sale

Auto hide this ticket on customized period

Tickets permitted per order  Minimum 1 Maximum | 1
Advanced

Event capacity: | 500

VISIBLE? curmency | Singapore Dollar

Yes No More details a W

**Above image illustrates ticket settings
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Forms

Generic Form settings

There are several registration configurations you can utilise in the Forms module.
1. Allow attendee to update particulars after responded
a. Allows Attendees to update their RSVP response by clicking on the same
Invitation email button
2. Allow attendee to change response from Yes to No
3. Allow attendee to change response from No to Yes

Attendee Form - RSVP Yes

The Attendee Form allows you to collect information the Attendees input during registration.
The Attendee Form is the form through which the information of the person attending your
event is captured.

In GEVME, the below system default fields are mandatory in an Attendee form:
1. First Name
2. Last Name
3. Email
These fields are created by default and cannot be removed from the Attendee form.

L Since the Attendees information is imported to send the Invitation email, the above 3 fields
are pre-populated, and usually set to ‘read-only’ so that this information cannot be changed
to another person if the email is forwarded.

Field Name Description
Field Label This will appear on your registration Form
Field Name This is used to map information from one

form to another

This is recommended to be renamed to be
similar to the field label for easy recognition

Instructions to user This is used as a help text for registrants to
know more about the field

Field Options Readonly / Compulsory / Customise
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Visibility

Validations and limits This is used when there are limitations to
the field

- Choices selection

- Limit on number of words /

Attendee Form
= - R SELECTED FIELD SETTINGS
Predefined Fields  Customised Fields "
Basic settings -
Personal Particulars
FIELD LABEL FIELD TYPE
Profile picture Profile plcture Picture
First Name o | Pick a picture Pick o profile picture ADMIN LABEL: Profile picture change
FIELD NAME: avatar
Profile plcture oN
First Mame * INSTRUCTIONS TO USER
Last Name oN Pick a profie pictue
OFF
et Narma * FIELD DPTIONS
Email on Last Narme
Compulsary
oFr Customize Visibility
MAX FILE SIZE (K8)
Email *
2MB
OFF
WIDTH HEIGHT
100 120
Job Title
oEr EXTENSIONS
& ipe

**Above image illustrates backend field settings

RSVP No Form

The RSVP No Form allows you to gather the reason for not attending the event. You may
also add in more fields for the Attendees to input when they respond RSVP No.

This form is optional, enable it if you want to collect information from Attendees who RSVP
No.

Admin Form - Internal reference

GEVME system users are to make use of Admin Form to make changes to an Attendees’
submitted information.

All fields in Admin Form are set up to map from either of the below forms:
1. Buyer Form
2. Attendee Form
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In order for fields to be mapped from one form to another, the field name for the fields set
up must be the same in both forms.
This is usually set up the same way as the Attendee form.

Customising Form Fields via Predefined Fields

Predefined fields are fields which we have preconfigured for your convenience and ease of
use. There are a few system default predefined fields like Gender, Birth Date, Cell Phone,
etc. which you can simply enable or disable on your form.

Predefined fields are set up to easily add the standard fields to collect for your events.

Examples of the same Predefined Fields being available under different forms, under different events (under the
same organisation):

Attendee form Buyer form Contact form

Predefined Fields will be available under all forms
**Above image illustrates predefined fields available for all forms in GEVME
To customize predefined fields, select any Forms in GEVME and click on the ‘Customize
Your Predefined Fields’ link.

Sync the Predefined Fields

By enabling the predefined fields, it ensures consistency throughout your forms and thus
syncs the data from one collection to another.

For example, if you have the Company predefined field turned on in your Attendee form and
the same predefined Company field turned on in your Contacts form, once an attendee
registers for your event, a corresponding record for them will be created in your Contacts
collection with the corresponding Company value filled in.

This is achieved by having the same field name of the fields across different forms.
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> The First Name, Last Name and Email Predefined fields are compulsory in all GEVME
forms and cannot be removed.
A predefined field can be used only once on each form.

Email Marketing

Email Templates

This module allows you to create sample templates to be sent to Attendees for the event. By
default, system templates are created for you and ready to be used.

[ Templates

All = Last saved at the top =

Waiting List Confirmation System Template @ Apr 29, 2020 2:47 PM GMT+0800 = &

Waiting List Release System Template @ Apr 29, 2020 2:47 PM GMT+0800 ® rd &
RSVP Yes Email System Template Apr 29, 2020 2:47 PM GMT+0800 e rd )
RSVP No Email  System Template Apr 29, 2020 2:47 PM GMT+0800 @ & |
Invitation Apr 29, 2020 2:47 PM GMT+0800 @ rd 7l

**Above image illustrates backend email templates

Email Template Description

Invitation This template is sent to the invited
Attendees for their response.

RSVP Yes This template is sent to the responded
Attendees who RSVP Yes

RSVP No This template is sent to the responded
Attendees who RSVP No.

Attendees will be directed to the Event
landing page (when responded ‘No’) if this
is disabled.

Customising the Invitation Email

By default, GEVME will generate the ‘CTA’ button in the Invitation email templates that is
ready for use. However, you’re required to update the CTA button to allow Attendees to
RSVP their responses. To do so, please follow the below instructions:




GEVME

In the ‘Invitation’ email template

LN =

Remove the CTA "Register Now"
Add a new CTA button for “RSVP Yes/No”
These system RSVP buttons will direct the Attendees to the respective forms.

Automated Messages & Emails

Configure the messages and emails your Attendees sees and receives in the ‘Automated

Messages & Emails’ module.

Confirmation Email - RSVP Yes

This section allows you to configure the settings when Attendees receives the system

Confirmation email.

Settings

Description

Send automatically to ticket buyer/main
registrant

Enable to allow Confirmation email to be sent
to ticket buyer/ main registrant automatically
upon successful registration

Attach .ics file

Enable to allow Attendee to add the event
into their own calendar

Attach ticket(s) to the email

Enable to attach QR Ticket to the
Confirmation email

Instructions on ticket

e This is displayed only if you enable
the main option to send attached QR
ticket to the Confirmation email

The header text on the QR ticket can
be customisable here

Please print and bring this ticket with you at the event.

ADELINETEST

Registration

Sun, Nov 27,2016, 09:00 (GMT+8) Adeline Li
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Ccto Enable and input the email addresses to be
“CC-ed” in each Confirmation email
Bcc to Enable and input the email addresses to be

“BCC-ed” in each Confirmation email

Confirmation Page

This section allows you to configure the settings when Attendees lands at the Confirmation

page upon successful registration.

Settings

Description

Confirmation Page Message

Customise the text message on the
Confirmation Page when Attendees
completes registration

Thank you, Adeline Li

See you at the event

Show QR Code(s)

Enable to embed QR Codes in the
Confirmation page

Show order summary

Enable to display Ticket Buyer Information

Click on the “Preview the Confirmation Page” to view each setting.

Registration is Closed Message

This section allows you to customise the message when registration has ended. This is
displayed on the event landing page under the ‘description’ section.

10
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Message:

Registration is now closed. You may wish'e
sqntact the organiser for any assistance

**Above image illustrates backend registration message

REGISTRATION CLOSED

Registration is now closed. You may wish to contact the organiser for any assistance.

**Above image illustrates frontend registration message

RSVP Cancelled Message

This allows you to customise the message when an invitation is cancelled and the Attendee
clicks on the email to respond to the event. This is displayed on the event landing page
under the ‘description’ section.

RSVP No Message

This allows you to customise the message when the Attendee clicks on the ‘No’ response in
the invitation email, and submits the registration form (if enabled).

RSVP Yes Message

This allows you to customise the message when the Attendee clicks on the ‘Yes’ response in
the invitation email, and submits the registration form.

11
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Import Attendees

Once you've completed the event set up, the next step would be to invite your database of
guests to attend the event.

1. To do so, navigate to the ‘Attendees’ module under the ‘Manage’ section
2. Click on the ‘Import’ button, a pop up ‘Import Records’ is displayed
3. Click on the ‘Download a sample template CSV file’ to retrieve the latest fields as set
up in the Attendee form
Import records

No file selected

Note: Only CSV format is supported.
You can download|8 sample te

If no Ticket is speci e
attendees will be assigned to the first ticket defined - I, Registration
Match records based on: "e,%
Attendee # v \

If duplicate records are detected:
Skip

D Update with new information

Assign imported records to static list:

4. In the exported file, fill in the necessary information in the stated columns

5. Once it’s ready, import the updated file into the Attendees grid by clicking on the
‘Import’ button

6. Upon successful upload, the below message is displayed:

Import records

Import Successful

The file import-20190429-060601.csv was imported with no error.

Results of import:

20 record were inserted
0 record were updated

0 record could not be imported

> If you don't have all the information, leave it empty. Do not delete columns, as the system
will not be able to detect the file due to missing columns.

12
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Manage Attendees

The Attendees module shows all the attendees who have successfully RSVP for your event.
In the Attendees grid, there are several functions available to help group your Attendees.

& Attendees

Showing all 0 record under

~ LIST: All Attendees this list

+ New & Import L Export ko o -
Q Q Q Q Q Q
Attendee # Order Status Ticket Name Prefix First Name Last Name Email

No record found.

**Above image illustrates the backend view of the Attendees grid

Fields Description

List: All Attendees The List Selector defines the records that
show in the grid.

Clicking on the dropdown arrow will then
allow you to switch to other lists and load
the records under those lists.

General Search Box The General Search Box allows you to
search across all the columns of all your
records.

& Attendees

Showing all 0 record under
s

> LIST:All Attendees | . ..

+ New & import & Export 2 LI
Q Q Q Q Q Q
Action Bar The grid's Action Bar contains the buttons

representing the various possible actions on
the grid, e.g. creating a new record,
exporting the record, downloading e-tickets,
emailing the record etc as shown here:

13
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& Attendees
Showingal under 1
~ LIST:All Attendees oot s
4 New P Edt X Delte & import & Bxport @ Lsts~ | (2 Emal | v | 4 DownloadTickets |+ ° -
9 .10t

a a a a a a a
@ Attendee#  Orderstatus  TicketName  Prefix FirstName  LastName  Email Company
2 10001 Completed Early Bird Miss GEVME Test gevme@globalsignin.com Gl

Column Search Box

The Column Search Box allows you to
search through a specific column only.
Depending on the type of the data in the
column being searched, the search options
will be different, e.g. for a dropdown or
checkbox type, the options in the search
box will be like this:

1 Q

Show records matching the following ¥+

Select all
<blank>
10:00 - 10:30
14:00 - 14:30
16:00 - 16:30
<gther>

at

LUNEL UL SE LY YL Y

All Records Selector

Checking the All Records Selector
checkbox will select all the records on the
current page like so:

Showing all 3 records under 3records .
- LIST: All Attendees 2 5

this list
b New X Delete & import & Export ~ Lists v = Email |~ 4 Download Tickets
Q Q Q Q Q
¥ JAttendee # Order Status Ticket Name Prefix First Name Last Nam:
% 10003 Completed vIP Mr Test Testing
< 10002 Completed Standard Mrs GEVME GS|
w 10001 Completed Early Bird Miss GEVME Test

Individual Record Selector

Check the Individual Record Selector
checkbox to select a single record.

14
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= LIST: All Attendees f::t:g‘]”h“um“"der s
*+ New # Edit ® Delete & import &L Export ™ Lists
Q Q Q
Attendee # Order Status Ticket Name Prefix
10003 Completed viP Mr
a= 10002 Completed Standard Mrs
10001 Completed Early Bird Miss

B Ema

First Name

Test

GEVME

GEVME

# Downl

Last Nam
Testing
GSI

Test

Static List

Static Lists are segments where you can assign a record to this segment. This is similar to
the concept of folders (segments) and files (record) but with an added bonus: you can assign

a record to more than one static list.

The “Create a list” button allows you to create a list for the first time as shown below e.g.

VIP:

Showi

= LIST: All Attendees il

All Attendees
Cancelled/Deleted Attendees
MY STATIC LISTS +&
A5
You haven't created any list yet
Create a list

MY SMART LISTS

You don't have any smartlist yet

**Above image illustrates where to create a Static list

You simply need to click on the “+” button to keep creating and adding new Static Lists like

SO:

15
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; Showing
= LIST: All Attendees this list
!
[
« All Attendees f
Cancelled/Deleted Attendees j;
¥ Q
MY STATIC LISTS + o
S
VIP
MY SMART LISTS
You don't have any smartlist yet
10001 Completed

**Above image illustrates how to keep adding Static Lists

Assign Attendees to Static List

To assign one or more records to a static list:
1. Select the record(s) in the grid.
2. Click on the “Lists” button which appears in the action toolbar.

Showing all 3 records under 2 records o
this list selected

+ LIST: All Attendees

+ Hew ® Delete & Import & Export ™ Lists = = Email | -

& Download Tickets -

Q Q My Lists: 9. Q
P
Attendee # Order Status Ticket N e First Name Last Name
(‘:.) 10003 Completed ViP Test Testing
S + Create List
10002 Completed Standare & Manage List GEVME &51
g v % 10001 Completed Early Bird Miss GEVME Test
et

**Above image illustrates how to add record(s) to a specific Static List

16
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Smart List

Smart Lists are filters, or searches, used to create a list or segment. Smart lists therefore,
are updated real-time upon the contact/attendee/orders fulfilling the search criteria. In that
sense, smart lists can be considered as being "saved searches" which, at any point in time,
consists of the records which match the criteria of the search.

Create Smart List

To create a Smart List, simply start by doing a search. For example, to create a smart list of
Attendees who RSVP ‘Yes’:

1. Search the RSVP column for "Yes".

2. Once the search is performed, click on the Save search as smart list at the top of the

grid.
3. All future RSVP ‘Yes’ responses will automatically be added into the saved Smart List
& Attendees
= UST:All Atendees  Z ot S Ting st it
+ New & Import & Export b o
. Yes (] Q Q Q Q Q Q Q Q

Show records matching the following  Attendee # Order Status First Name Last Name Email Reason Created (

Select all
<blank>

N

No
Waiting
<other>

**Above image illustrates how to create a Smart List based on a criteria of search

Accessing the created lists

To access your created lists, click on the list selector dropdown in the top left hand corner of
the grid you are currently managing, then click on the smart list which you want to load in the
grid.

17
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& Attendees
LIST: Al Attendees | o%ne?
i : eNUEES | inis list
All Attendees P
Cancelled/Deleted Attendees
s Q
MY STATIC LISTS “¥ +5
atus
vIP
— 2d
MY SMART LISTS L
- ed
Early Bird Ticket only
10001 Completed

**Above image illustrates where to locate your lists (both Static & Smart)
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