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Invitees Grid

The Invitees Grid is where you can start importing your guest lists in the system so that an
invitation email can be sent to them in order to attend your event.

The Invitees Module

Accessing the Invitees Module

To access the Invitees module:

1. Click on Invitees in the left-hand navigation:

MEANAGE
& Invitees
-

**Above image illustrates where to locate Invitees Module in the backend

Field Description

Invitees From this screen, you have the option to:

1. Manually create an invitee.
2. Import your invitees.
3. Customise your invitees fields.
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Invitee Flow

The flow for using invitees in GEVME is as
follows:

1. Build your list of invitees by either:
Importing them from a file or by
manually adding them in.

2. Send them an invitation email with a
CTA (Call-To-Action) button to register.

3. Invitees who register by clicking on the
CTA button in the email are then
converted to attendees.

Unique Email in Invitees

It is recommended and very important to set
the email address field to have unique values
in the Invitees collection (by default it's already
set this way)

Importing Invitees in the system

If you don't have any invitee, you will see the following screen:

Invitees

Inwitees are the people whom you plan to invite for your event.
You currently don't have any invitees for this eveat You tameither create an invitee,
or import invitees from a file, from you contacts or fromipther events.

**Above image illustrates the backend view when there’s no imported Invitees in the system

If you already have invitees in the system, you will see then the invitees grid:
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B Invitees -

Showing all 9 records under

' B T
» LIST AilInvitses .

+ New & Import X Export 0 1-90f9 o -

First Name Last Name Email Job Title Company

**Above image illustrates the backend view when there is already some imported Invitees in the system

1. Click on the Import button in any case.
2. This will open the Import Invitees wizard popup.

From where do you want to import your invitees

Import from Contacts, or
Import from a file from invitees and
Attendees of other events

**Above image illustrates a guest list being imported from a file

3. Click on the Import from a file button, then click on the Next button.
4. Upload your file screen will be displayed
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Upload your file

File to import

Match records based on

If duplicate records are detected

3 Update with new information
Skip

Assign imported records to static list? Mo

**Above image illustrates the settings before uploading your file

Field

Description

File to import

Click the Choose file button to select your file.
Alternatively, just drag your file into the No file
selected box.

Match records based on

This option allows you to choose which column to
use to match your records between your import
target (in this case Invitees) and your import
source (in this case a file) during the import. The
values under this option are the following:

(1) ID

This is the GEVME default setting. The ID is a
unique number, generated by the system when
you export your records from the grid.

Note: The ID number is system generated and
cannot be manually created.

(2) Email

Any other fields with Unique values validated in
your Invitees Form will also be listed in the
dropdown.

If duplicate records are detected

This option allows you to choose the action to
take when matching records are found in the file
and the system. The possible settings under this
option are:
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(1) Update with new information

This option will update the information of the
matching record in the target destination (if the
information is different from the source).

(2) Skip
This option will not update the information of the
matching record in the target destination.

Assign imported records to static list?

Choosing Yes for this option will add the imported
records to a static list of your choice immediately
after they are imported.

Advanced options

(1) Character encoding

(2) Date and time format in your file

Specify the date and time format that you are
using in your file to make sure that the system
reads them correctly during import.

Upload file

Click on the Upload file button

5. Match your columns & import your records

Match your columns & import your records

Your file was successfully uploaded and inspected. Now match the columns in your fike to the appropriate contacts fields in GEVME.

GEVME Invitee Flelds  Columan in your file

GEVME inwvitee Fiekds  Columin in your file

**Above image illustrates how to match your columns & import your guest list
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This step allows you to match the columns in your file to their corresponding fields in your invitees

form. By default, GEVME will smartly read the column headers in your file and do the matching, but

you can of course override this decision and do the matching manually.

Fields

Description

GEVME Invitee Fields / Column in your file

Fields for which GEVME cannot find a matching
column from your file will be marked as "Will not be
imported", for example, the Country field in the
screenshot below:

GEVME Invitee Fields  Column in your file

Last Name *

Last name (Col 2)

JobTitle ' joh Title (Col 5)

Country | will not be imported

Will not be imported

To do the matching manually, simply select the
column in your file from the dropdown for the
corresponding invitee field. For e.g. if your country
column was called Origin in your file, select it from
the dropdown:

Country | o Will not be imported i |
First name (Col 1) F
Last name {Col 2)
Email (Col 3)
Company (Col 4)
Job Title (Col 5)
Origin {Col 6)

This will then match the Country field in your
invitee form to the Origin column in your file:

Country Origin (Col 6)
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Import records

Once you are satisfied with the matching, click on
the Import records button.

- - e

Sending Invitation email to Invitees

You have to go to the Invitees grid, select the invitees you want to send the invitation email to (or

load a list if you have created one).

Fields

Description

“Email” button

On the Grid, you’re able to perform different actions
like Import, Export and so on. In this example, we
are sending an invitation email to the imported
guests/ records:

B Invitees

Showing all 18 records under 5 records

~ LIST: All Invitees thislist

+ New X Delete & Import X Export P Lists v =2 Email
Q Q

First Name Last Name Email

Use a template

The Composer window gives you a preview of who
you’re about to send your invitation email to and you
have the ability to select your desired template e.g
Invitation

© 2020 GlobalSign.in Pte Ltd
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Send Email

From: | New Contacts Import <jonathan@glob  §

To: 2 Recipients: Zorz Zef, Stevie Jobby  View all

Cc Bec
Subject:

MUseatemplate» | Live merge preview

B I

I
I
i
»

Size - & & [d  sYsTEMTEMPLATES

Order Acknowledgement
Order/Registration Confirmation
Individual Attendee Confirmation
Individ

al Attendee

USER TEMPLATES

Invitation

Creating a new record manually

Creating a new record comes in handy especially when you have one or two guests who need to be
added in the system. In this case, you don’t need to import from a file.

Fields

Description
“+New” button

Clicking on the “New” button will load the Invitee form.

B Invitees 25 -
~1JST: All Invitees Shwtingal\ﬁ records under
+ New & import & Export kel 1-90f9 o -
a a Qa a Qa
First Name Last Name Email Job Title Company
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Save

Simply fill in the details of the Invitee and Save the record.
This action will prompt the new record to show on the
Invitee Grid.

& Invitee Sheet

testing@test.com

After saving your changes, you will be brought to the
invitees grid, containing the newly created invitee(s).
[ Invitees &

Showing all 2 records under
this list

~ LIST:All Invitees ;. .

Attendees Grid

The Attendees Grid is where you can find all the attendees who have successfully registered for
your event.

The Attendees Module

You can access the “Attendees” module by clicking on the left-hand navigation:

MANAGE

- -
- Invitees

@ Attendees

**Above image illustrates where to locate Attendees Module in the backend

This will open up the main Attendee screen which looks like this:
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& Attendees

v LIST: All Attendees

+ New & Import

Q

Attendee #

Na record found.

X Expor

Order Status

t

Q

Ticket Name

Showing all 0 record under
this list

Q

Prefix First Name Last Name Email

**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
this list

~ LIST: All Attendees
+ New & Import & Export 2 e~
Q Q Q Q Q Q
Attendee # Order Status Ticket Name Prefix First Name Last Name Email

No record found.

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:

& Attendees

Showing all1 records under 1 record
s lst

v LIST:All Attendees ..

4 New | # Edt | X Delete | & mport & Bwport | M lssv | & Emal |v | 4 DownloadTickets | v s~

Q a a a a Y a c
@ Attendee # Orderstatus  TicketName  Prefix First Name LastName Email Company

@ 10001 Completed Early Bird Miss. GEVME Test gevme@globalsignin.com  GsI

hange timezon

Column Search Box

The Column Search Box allows you to search

© 2020 GlobalSign.in Pte Ltd
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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:

i Q

% show records matching the following %+

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

at

LN YIS VL YA 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 3 records

~ LIST: All Attendees

this list
o New % Delete & Import & Export ™ Lists v B Email | v 4 Download Tickets | »
Q Q Q Q Q Q
7] JAttendee # OrderStatus  Ticket Name Prefix First Name Last Name
w 10003 Completed VIP Mr Test Testing
@ 10002 Completed Standard Mrs GEVME GSI
w 10001 Completed Early Bird Miss GEVME Test

Individual Record Selector

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

+ LIST: All Attendees | S"o"ingall3recordsunder || 1 record
this list
+ New & Edit R Delete & import & Export ™ Lists = B Ema - & Download Ticke
Q Q Q Q Q Q

Attendee # Order Status  Ticket Name Prefix First Name Last Name
10003 Completed vIP Mr Test Testing

= ) 10002 Completed Standard Mrs GEVME GSI
10001 Completed Early Bird Miss GEVME Test

Search options on the Grid

There are 2 ways in which you can search for records in the grid:

1. General Search Throughout All Columns
2. Advanced Search on Specific Column(s)

Depending on the data of each column, you will be presented with different search options:

© 2020 GlobalSign.in Pte Ltd
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Text columns

If the column you are searching is of the text type, you will be presented with a dropdown which
looks like the following:

o]

Show records with

4k

Contains

**Above image illustrates searching a Text column on the Attendees Grid

Fields Description

Show records with The options in the dropdown are:

1. Contains
Search records that contain the
keyword.

2. lIs equal to
Search records that match exactly the
keyword.

3. Does not contain
Search records that do not have any
instance of the keyword.

4. Is not empty
Search records where the value stored
in the data column is not blank.

5. Is empty
Search records where the value stored
in the data column is blank.

Search / Close Simply type your keyword(s) in the textbox and
click on the Search button to search the column
or Close the pop-up window

© 2020 GlobalSign.in Pte Ltd
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Dropdown Lists / Radio Buttons / Checkboxes Field

For columns that provide users with options like Dropdown lists, Radio buttons and Checkboxes,

the search pop-up will contain all the options that you inserted in the Attendee Form
e.g. 10:00 - 10:30, 14:00 - 14:30 and 16:00 - 16:30:

Q

Show records matching the following ¥

L
4
Cd
rd
L
L4

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

al

**Above image illustrates searching a Dropdown, Radio Buttons or Checkbox column on the Attendees Grid

Fields

Description

Show records matching the following

1. Select all
Ticking it will select all the options below.
Unticking it will unselect all the options.
2. <blank>
Search records where the value stored in
the data column is blank.
3. <other>
Search records where the value stored in
the data column is other than the options
show.

© 2020 GlobalSign.in Pte Ltd
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Date Field

Columns with data of the type date will show this pop-up when clicking on the search box:

Q
Show recards which:
Is not empty

and dated:
After Before

B and =
On

::]

=T

**Above image illustrates searching a Date column on the Attendees Grid

Fields Description

And Dated: 1. After

Search records where the date in the

data column is after the one specified
2. Before

Search records where the date in the

data column is before the one specified
3. On

Search records where the date in the

data column is on the one specified
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Editing an Attendee’'s Information

The action of selecting an individual record on the Attendee Grid will open up the Attendee Sheet of

that particular attendee.

v LIST: All Attendees f:lcsw‘\:llsrlg all 3 records under 1 rec?rd )
+ New # Edit ® Delete & Import X Export ™ Lists * B Email | - & Download Ticki
Q Q Q Q Q Q
Attendee # Order Status Ticket Name Prefix First Name Last Name
10003 Completed vIP Mr Test Testing
¥ 10002 Completed Standard Mrs GEVME GSI
10001 Completed Early Bird Miss GEVME Test

**Above image illustrates selecting an individual record on the Attendees Grid

Clicking on the Edit button under the Submitted Data tab will allow you to make the required
changes and save your action.

& Attendee Sheet & Contact Profile of this attendee
# Edit @ Delete o~ oLists - B Ema ~ | 4 PrintTicket

GEVME GSI Emails sent 1o attendee 1

Open rate o%

Submitted data
AttendedForm
Prefix  Mrs First Name ~ GEVME

Last Name G| Email  gsi@globalsignin.com

Company  GSI Dietary Preference  None
Do you want to attend  Yes Select your desired Time  16:00 - 16:30
the Site Visit? siot

**Above image illustrates how to edit an Individual Record under the Submitted Data Tab

© 2020 GlobalSign.in Pte Ltd
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Fields

Description

Audit History

This tab gives you a detailed audit history of a
specific record e.g Updated the field Prefix from
Mrs to Miss, Updated the field Select your
desired Time Slot from 16:00 - 16:30 to 14:00 -
14:30. You can also easily track who is making
the changes to the Attendees’ data.

GEVME GSI

Attendee # : 10002
Order #
Ticket Name

Registered on

Last update on

Audit History

Vidisha Gungadin on Wed, 29 Apr 2020 at 09:59 GMT+0800:
Prefix Mrs 1o Miss

| Select your desired Time Slot from 16:00 - 16:30 1o 14:00 - 14:30

Emails

Under this tab, a list of emails will be displayed
showing details like “Subject”, “Sent on”, “Sent
by”, “Opens” and “Clicks”.

This is particularly useful when you need to
track which email has been sent to a specific
record and find out the open and click rate of

your email.

© 2020 GlobalSign.in Pte Ltd
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Sending Email through the Composer

Selecting the record(s) will prompt the “Email” button to display as shown below:

~ LIST: All Attendees f:lzt!:g siEsecECainies: e
+ New # Edit %X Delete & Import L Export " Lists « 2 Ema Wl & Download Tickets
Q Q Q Q Q Q
Attendee # Order Status Ticket Name Prefix First Name Last Name En
10003 Completed WIP Mr Test Testing Le:
[#] 10002 Completed Standard Miss GEVME Gsi Bs
10001 Completed Early Bird Miss GEVME Test ge

**Above image illustrates Email button showing upon selection of record(s)

On the composer, you can load and use an existing template. You also have the option to Attach
Files which can be individually or mass sent.

Send Email
From: | GEWME Test <events@gevme.coms -] Reply-To: events@gevme.com
To: 1 Recipient: GEVME G5l yigw all Cc Bece
Subject: [ Use a template = Live merge preview
B I &8 £ £ A- Size - & = == & & M () insertPersonalization [0} Source W
**Above image illustrates different the email settings

Fields Description
From This is the name and email which will appear in

the "From:" field when the recipient(s) receive
your email. There are 2 options in the
dropdown for the From value:

(1) The first option is the name and email as set
in the organizer profile.

(2) The second option is the name and email of
the logged-in GEVME user.

© 2020 GlobalSign.in Pte Ltd
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To These are the recipients of your email (the
records which you selected in the grid
previously).

Subject: The subject of your email.

Cc & Bcc Click Cc / Bcc to add carbon copy recipients of

your email.

Use a template

Click this to load and use an existing template.
For example, if you want to send the
confirmation email to the recipients, load the
Order/Registration Confirmation template.

[ Use a template =

5YSTEM TEMPLATES
Ficdloe A cleoou lodeoorooos

Order/Registration Confirmation
e Cen it
Individual Attendee
Arlbnrsdadmamant

USER TEMPLATES

Invitation

Live merge preview

Click this to have a live preview of your email,
with the actual content and text which will
appear in your email, including personalisation
tags.

Attach Files Click the Attach Files button to attach your
own file to the email. Alternatively, click on the
down arrow button to attach the respective
recipient's Ticket or Calendar to the email.

Send When you are ready, click the green Send

button to send out your email.

© 2020 GlobalSign.in Pte Ltd
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Orders grid

Buyers and orders are critical aspects in the case of paid events. When a paid registration is
submitted, an order is placed and the buyer is the person tagged to that order and the one who is
therefore charged for the transaction. There are various scenarios that can happen during and after
a paid event.

Access your Orders in the left hand navigation:
MANAGE

& AttenNees

Orders

= waitip List

EH Reports

**Above image illustrates where to locate Orders Module in the backend

Receiving Offline Payment

You can search for an order by looking up the name or email address of the participant who sent
you the offline payment.

@ Orders

She 1l 47 records unds
= LST:AllOrders =7 ——

+New X Export D 11-200f47 € > @~
Q  Pending Payr © Q Q Q Q Q
Order Date Payment Status  Payment Mode Last Transaction Status  Tickets First Name Last Name
Apr8,2015at1121AM  Completed Nopayment required 1
Apr8,2015at8:05AM  PendingPayment  gevme Successful 1
Apr2,2015at523PM  Pending Payment  transfer Offline transaction 2
Mar24,2015t3:28PM  Completed check Offline transaction 1
Mar 24,2015at3:26 PM  Pending Payment  paydollar No tras ecorded 1
Mar 24,2015t 320 PM  Partial check Nopayment required 1
Mar 24,20152t12:12PM  Completed Nopayment required 1
Mar23,2015a1327PM  Completed Nopayment required 1
Mar 23,20152t11:47AM  Completed No payment required 1
Mar23,2015a111:47AM  Completed Nopayment required 1

**Above image illustrates the backend view of the Orders Grid

Fields Description

Order Details Orders Details is where you can find all the
information pertaining to a particular order. In
this case, we are looking at manually changing
a Pending Payment status to Completed

© 2020 GlobalSign.in Pte Ltd
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Payment when payment has been well
received offline.

3 Order Details
< Back # Cancel Order | = § Transaction " Lists - = Emal

Order #772483713

Ordered by Orderes

Payment Status

Pending Payment

Total Amount $5200.00
Amount Paid $50.00
Amount Due $5200.00
Order Details
ATTENDEE TICKETATEM ary UNIT PRICE TOTAL PRICE
Standard B 1 $5200.00 55200.00
Grand Total $5200.00

Payment Status

In this e.g., Order payment status is pending,
the total amount for the order is $200.00 and
the outstanding amount is $200.00.

Payment Status:

Pending Payment

Total Amount $%200.00
Amount Paid $%0.00
Amount Due £5200.00

Transaction

Click on the Transaction button in the toolbar,
then on Receive Payment in the dropdown
which appears:

[® Order Details

< Back X Cancel Order | w $ Transaction = i* Lists = = Emall

[@ Receive Payment
* Refund
@ Credit

B Invoice

© 2020 GlobalSign.in Pte Ltd
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New Transaction

New Transaction
Payment
Date 13 June 2015 s
Payment Method Select a type
Amount 200
Description
“
Printout Note
“
This note will be shown on the transaction printout
€ Back

**Above image illustrates New Transaction pop-up

Fields Description

Date This is the date on which the payment was

received.

Payment Method This is the method used by the participant to
send you the payment. The options are:
1. Cheque
Bank Transfer
Cash
At the Event
Paypal
Offline Credit Card
Other Payment

NoOak~ON

Amount Key in the amount received here. By default,
the full amount will be entered in the box, but
you can edit it accordingly. If you key in the full
amount, the status of the order will be marked
as Complete. If you key in an amount which is
less than the outstanding amount, the status of
the order will be marked as partial.

© 2020 GlobalSign.in Pte Ltd
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Description

Add some information for your own record here
(this is optional). For example, if the payment
method is cheque, you could key in the cheque
number here, or if payment was made through
bank transfer, you could key in the transaction
number.

Printout Note

This option allows you to specify a note which
will be shown on the transaction printout. This
also is optional.

Submit

To record and confirm the reception of the
payment, click on the green Submit button.

If full payment was received, a popup will appear asking if you would like to send a confirmation

email to the ticket buyer and attendee(s):

Send Confirmation Email?

A full payment has been made for this order.
Do you want to send a confirmation email to

?

**Above image illustrates the Confirmation Email pop-up

Once the payment reception transaction is recorded, the Order Details screen will be updated

accordingly:

1. The status of the order will be updated and marked as Completed (if full payment was

received).

2. The transaction will be recorded under the Transactions tab, as shown above.

© 2020 GlobalSign.in Pte Ltd
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[2 Order Details

¢ Back ® Cancel Order |« $ Transaction = ~ Lss - & Ema

Order #772483713

Ordered by Ordered On

Payment Status:
2015 3:28 PM GMT+0800
Total Amount 55200.00

Amount Paid 55200.00

Amount Due 550.00

Transactions (2)

Transaction# Date Type Description/Note Amount Running Total  Submitted By

Invoice 55200.00
Order Placed

Payment 5520000
Cheque

Total 530,00

**Above image illustrates the Payment Status changed to Completed

Cancelling an Order

Sometimes an attendee cannot attend an event even though a full payment has been made.
He/She might get in touch with the event organiser to cancel the payment.

Fields Description

Cancel Order “Cancel Order” button can be found along the
toolbar under Order Details of a specific order

Confirmation cancellation of order This will open up a prompt confirming whether
or not you want to cancel the order.

Confirmation cancellation of order

Are you sure you want to cancel the order?

Do you want to issue a refund? If there was payment made for this order, you
will be prompted to issue a refund at this point

© 2020 GlobalSign.in Pte Ltd
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Do you want to issue a refund?

A payment has been made for this order. You
can refund the full paid amount or do a partial
refund. Press cancel if you do not want to do
any refund.

Cancel Order (on the Orders Grid itself)

You can also cancel an order right from the
orders grid by selecting the order in the grid
and clicking on the Cancel Order button in the
grid's toolbar:

- LIST: il Orders ‘S:D:m:galldremmsunder 1 record

+ new | x cancelonder | - 3 AU B D 1.40f8 @
Q  Pending Payr @ Q Q Q Q
Order Date PaymentStatus  Payment Mode  Last Transaction Status  Tickets First Name Last N
@ Jun14,2015at12:38PM  Pending Payment  check Offline transaction 3 Porter Gonzal
Jun 14,2015t 12:15PM  Completed check Offline transaction 2 Brett Martine
Jun 14,2015t 12:14 PM  Completed check Offline ts saction 3 Yetta Morris
Jun14,2015a8 1214 PM  Pending Payment  check Offine transaction 3 Samantha Hoppel

Payment Status

The order will be marked as cancelled and all
the attendees under the order will be cancelled:

B Order Details

§ Transaction ¢ Lsts v @ Ema

Order #534206452
Payment Status:
Orderea by Ordered on Cancelled
Brett Martin Jun 14, 2015 12:15 PM GMT+0800
Total Amount $$400.00
Amount Paid $$400.00
Amount Due 550.00
Order Details
ATTENDEE TickeTnTEM qr uNIT PRICE TOTAL PRICE
Veugharingrarm FicketB 1+ 55200.60 5520000
Bart e kel B 4 5280 55200.00
Grand Total §5400.00

The order will be moved to the
Cancelled/Deleted Orders list under the Orders
grid. It will therefore, still be accessible from
that list.
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Refunding a Buyer

The action of refunding on GEVME is purely to record the transaction in the system, so bear in mind
that it does not allow you to actually refund the money to the participant (that would have to be
settled separately e.g. by sending them a cheque or sending them the money through bank
transfer).

Fields Description

Transaction “Transaction” button can be found along the
toolbar under Order Details of a specific order
and click on “Refund”

[ Order Details
< Back ® Cancel Order - S Transaction ® Lists = Email
@ Receive Payment
5 Refund
@ Credit
B Invoice
New Transaction This will open up the New Transaction - Refund
popup as shown below:
New Transaction
Refund
Date 29 Apr 2020 iz
Type Select a type s

Amount

Description

Printout Note

7
This note will be shown on the transaction printout

# Create a matching Credit transaction

Kee, e box checked to ereate o m

tick the box because there is already one compi

€ Back
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Downloading an Invoice

Fields

Description

Transaction

This tab is located under Orders Details. Below
Information can be found:

1. Transaction#
2. Date
3. Type
4. Description/Note
5. Amount
6. Running total
7. Submitted by
Transactions (21
Transaction# Date Type Description/Note '
SamOrEZOON0T  oAprac20  Credit

Additional Credits

Total 5

Quick Actions

Upon clicking “Download PDF”, an “Invoice” pdf
will be automatically downloaded on your
device

Edit
Delete

Download PDF

Edit Additional Info

© 2020 GlobalSign.in Pte Ltd
27




GEVME

Credit Adjustment in Order

A credit adjustment in an Order comes into play when there’s a need to adjust/reduce an Attendee’s
invoice balance. All credit adjustment transactions always get recorded on GEVME for tracking

purposes.
There are different ways on GEVME to go about refunding the additional credits back to an
Attendee.

Fields Description

Additional Credits

This is usually used when the event organiser
would like to give manual discounts on the
specific order after the order has been
submitted.

Adjustments This is usually used when there is a partial
refund to the order total amount.
Cancellation This is usually used when an Order is cancelled

and requires reconciliation on the order report
to offset the order amount.
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Lists

Lists are another important aspect of data management in GEVME. Lists help you organize your
invitees, attendees, contacts, etc. (effectively any data which is displayed in a grid) into categories,
or segments.

Types of Lists

There are two types of lists that you can create on GEVME:
1. Static lists
2. Smart lists

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.

Creating a 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 this [is
All Attendees
Cancelled/Deleted Attendees
MY STATIC LISTS +a

Js
You haven't created any |ist 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:
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5 Showing
= LIST: All Attendees this list
All Attendees
Cancelled/Deleted Attendeaes
/ Q
MY STATIC LISTS +o

Js
ViP

MY SMART LISTS

You don't have any smartlist yet

10001 Completed

**Above image illustrates how to keep adding Static Lists

Assigning a Record(s) to a 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.

= LIST: All Attendees f:it::::g s [ e
+ Mew ¥ Delete & Import & Export ™ Lists v B Email |~ & Download Tickets | »
Q Q My Lists: Q Q Q
Attendee # Order Status Ticket N ki | First Name Last Name
# ) 10003 Completed vIP m Test Testing
10002 Completed Standarc :m GEVME GSI
¥ §10001 Completed Early Bird Miss GEVME Test

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

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.
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Creating a Smart List

To create a Smart List, simply start by doing a search. For example, to create a smart list of
Attendees who bought a ticket called "Early Bird":

1. Search the Ticket column for "Early Bird".
2. Once the search is performed, click on the Save search as smart list at the top of the grid.

& Attendees
) UST: A Atcndees | ST | St
+ New & Import &L Export
Q Q | isequaltol @ | Q Q
Attendee # Order Status Ticket Name Prefix First Name
10001 Completed Early Bird Miss GEVME

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

Accessing your Lists

To access your smart 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.

& Attendees

; Showing a
* LST:All Attendees | .

All Attendees pre
Cancelled/Deleted Attendees
ancelled/Deleted Attendee a

MY STATIC LISTS + &

atus
VIP

ad
MY SMART LISTS &
Early Bird Ticket only pd

10001 Completed

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

© 2020 GlobalSign.in Pte Ltd
31



GEVME

Email Campaign

In GEVME, an email campaign is a blast of email(s) that you send to one or more recipients. Each
blast that you send is considered a campaign.

Sending emails through Campaigns is one way of sending emails in GEVME. The other way being
through the Composer. Each way has its own specific purpose and is suitable for different cases.

Sending emails through Campaigns is especially suitable for cases where you want to send a
"heavy" email to a lot of recipients or to multiple_lists of recipients.

Creating a Campaign

Click on Campaigns in the left navigation:

EMAILS

£4 Campaigns

**Above image illustrates where to locate Campaigns on the left hand side navigation

On the Campaigns screen, click on the Create new campaign button in the top right hand corner of
your screen:

4 Campaigns

New = Next upcoming at the top =

No Active Campaign

**Above image illustrates how to create a new campaign
Setting up a Campaign

Once you create a campaign, you will be presented with the Campaign Creator sections i.e Email
Builder, Campaign Settings, Attachments, Send/Schedule Settings
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£ Campaigns

**Above image illustrates the full flow of setting up a new campaign

Email Builder

This portion is where you actually build the content of your email. In here, you have the following

options:
Fields Description
Campaigns Enter a name for your campaign where the

placeholder text "Your campaign name..."
appears.

£ Campaigns

Bagito all Campaigns

The campaign name is only used internally and
is not displayed to the recipients of the email.

Note: The campaign name is the minimum
information that you need to fill in order to be
able to save a draft of your campaign.
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Use a template

Click the Use a template tab if you want to load
an existing template or campaign.

{ Yoo
Templates

Email settings

Click the Email Settings tab to customize
visual elements of your email, e.g. the email
background colour, content background colour,
content border style, etc.

Import HTML

Click this to import your own HTML code and
load it in the email builder.

Add content

Click on the green Add content button to build
your email from scratch by using the GEVME
email widgets. The GEVME email widgets
appear when you click on Add content and are
shown below.

« | GEmaiiSeings ~ & Import HTN
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Campaign Settings
These are the different options under Campaign Settings
Campaign Settings

From James Lee <jameslee@eventbx ¥ Reply-To jameslee@eventbox.com

Subject

RECIPIENTS:

(3 Lists +

& Individuals

Add exclusion list €

**Above image illustrates the email settings of the campaign

Fields Description

Lists This is the list(s) to which the campaign will be
sent. Click on Add lists to select one or more
lists.

Individuals If you want to send the campaign to individual

email addresses as well, enter them here.
Note, however, that personalisation will not
work for individual email addresses entered
here.

Exclusion If you want to exclude some recipients, choose
the corresponding list which contains them
here. For example, if you choose List A as your
recipient list and List A contains Joe, Peter and
Sally, and you choose List B as the exclusion
list, and List B contains Sally and Jen, then
Sally will be excluded from the recipients and
will not receive the email (Jen also of course
will not receive the email, as she is not on the
recipient list).
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Sending/Scheduling a Campaign

Fields

Description

Send now

Choose Send now as the option under
Send/Schedule Settings

Send / Schedule Settings

Key in your email address to send a test email. Take note that personalization such as replacement tags or call-to
action will not work in this test email

Send a test email to

Send or schedle this campaign

© Send now
Schedule fg' 2 specific date and time
Base o' milestone

Based on another campalgn

Your email will be sent on:

Now

Schedule for a specific date and time

This setting allows you to choose the exact
date and time on which you want your
campaign to be sent out. To schedule your
campaign to be sent on a specific date and
time:

Choose Schedule for a specific date and
time as the option under Send/Schedule
Settings.

Based on a milestone

This is a bit of a smarter setting and will send
your campaign based on the following key
milestones:
1. Your event start date.
2. Your event end date.
3. The sale start date of any of your
tickets.

For example you could schedule your
campaign to be sent 1 week before your ticket
Early Bird starts selling.

To schedule your campaign to be sent based
on a milestone:
1. Choose Based on a milestone as the
option under Send/Schedule Settings.
2. Configure the parameters accordingly.
For example, to schedule your
campaign to be sent 1 week before your
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ticket Early Bird starts selling, the
settings would be as follows:

Send / Schedule Settings

Send or schedule this campaign
Send now

Schedule for a specific date and time

¥ before % | Early Bird sale start date

Your email will be sent on:
Thu, Apr 23, 2020 at 9:00 AM GMT(+8:00)

Based on another campaign This setting is similar to the "Based on a
milestone" setting above, except that in this
case, the milestone is the sending of another
campaign.

For example, you could schedule one of your
campaigns called "Invitation Blast 2" to be
sent one week after another of your campaign
called "Invitation Blast 1" campaign.

Extra actions

The icons on the right allow you to perform the following actions on the scheduled campaign:

&9 Campaigns 1 Active Campaigns
All = Next upcoming at the top « ¥ Expand all
1T$'Ec Invitation - Blast 1 >

change timezone

**Above image illustrates extra actions that can be performed on the campaign

Fields Description

View Clicking this will open up the campaign in a
popup for you to view it.

Edit Clicking this will open the campaign in the
campaign creator screen, with all the campaign
settings etc. However, please note that
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because the campaign is already scheduled to
be sent, you won't be able to edit its details and
information.

Duplicate Clicking this will duplicate the scheduled
campaign. The duplicated campaign created
will be in draft mode.

Delete Clicking this will delete the scheduled

campaign.

More info arrow

Click the More info arrow to show more details
about the campaign, like the recipient list(s)
and the exact date and time on which the
campaign is scheduled to be sent.
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