ASN Events Online Registration System - Instructions for Group Managers
ASN Events have developed a new online registration system that allows individuals and
groups greater flexibility when registering and altering details for a conference along with
immediate access to tax invoices.

Payment can be completed quickly online or via direct credit or cheque.

Group Managers have the option to register all members of their group themselves, or ask
their members to register individually and then add themselves to the group.

Option 1 - You know delegate names in advance and you wish to register all your group
members at once.

Step 1 - On the conference web site please familiarise yourself with the registration options
and accommodation terms and conditions. From the Registration Page, please click on Click
Here to register...

Step 2 — The below screen will open.

Login to continue

Once you have registerad
Register your details with ASN Events. your details with the
database you will not
have to enter your
personal details again for

Login for this event or another ASN managed event. another conference being
run by ASN Events. You

Email:

| can return to this page for
Password:

| records and changes.
Forgotten password?

If vou are registering on behalf of more than one person, register as a member manager. This will allow vou to create multiple

profiles and manage them all.

/'

Complete your contact details. You need to create a password here that can be characters
with or without numbers. Passwords are case sensitive. Sections in red must be completed.
When finished, click on Proceed at the bottom of the page.

Please select the last option on the page —



Step 3 — Select Find an event. The below screen will then open.

PLEASE NOTE — 17*" Lorne Proteomics Symposium 2012 is only being used as an example.
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My events Past events Register for an event

Browse the list of upcoming events to register.

17th Lorne Proteomics Symposium 2012
2nd - 5th February 2012 - Lorne, Victoria
Host: Australasian Proteomics Society
Keywords: proteomics, APS, symposium, Lorne

Phosphatases in Human Disease 2012
3rd - 4th February 2012 - Melbourne, Victoria
Host: Australian Society for Siochemistry and Molecular Biology
Keywords: Phosphatases in Human Dissass

37th Lorne Conference on Protein Structure and Function Conference 2012
Sth - Sth February 2012 - Lomne, Victoria
Host:
Keywords: Proteins, Lorne, Protein Structure, Protein Function

13th Australia and New Zealand Zebrafish Meeting 2012
Sth - 8th February 2012 - Mooroolbark, Victoria
Host:
Keywords:

Parks Forum Ltd - 5th International Parks Management and Leadership
Conference 2012
22nd - 24th May 2012 - Adelaide, South Australia
Host: Parks Forum and
Keywords: Parks Beyond Boundaries, Parks Forum, Sth International Parks Management and Leadership
Conference

Hydroponic Farmers Federation Conference 2012
18th - 20th July 2012 - Ballarat, Victoria
Host:
Keywords: Hydroponic Farmers Federation Conference, HFF, VFF, Hydroponic Fruit and Vegetables, Hydroponic
growers

The 6th International Veterinary Vaccines and Diagnostics Conference 2012
29th July - 1st August 2012 - Cairns, Queensland
Host:
Keywords: Vaccine, veterinary, ivwdc, vaccine development, cairns

XII International Symposium on Nudei in the Cosmos 2012
Sth - 10th August 2012 - Cairns, Queensland
Host:
Keywords: Nuclsi, Cosmos, Cairms

AFAC & Bushfire CRC Conference 2012
28th - 31st August 2012 - Perth, Western Australia
Host: Australasian Fire & Emergency Services Authorities Counail
Keywords: AFAC Bushfire CRC emergency management

Thriving Neighbourhoods 2012
12th - 14th November 2012 - Melbourne, Victoria
Host: Local Governments for Sustainability or an Aucpicing Organisation?
Keywords: Thriving Neighbourhoods Conference
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Scroll down until you find the conference you are going to attend. Select the conference and

then click on Register at the bottom of the page.

If you are attending the conference yourself, select Register and continue through the
registration process. You will be asked to select a registration type, add-ons and
accommodation. Leave blank if not required. At the end select Return to your dashboard.

PLEASE NOTE - If you are not attending the conference proceed to step 4 without
registering here.



Step 4 — This is your conference “Dashboard”

r
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17th Lome Proteomics Symposium 2012

Hosted by and managed by ASN Events. 2nd - 5th February 2012
Mantra Erskine, Lorne, Victoria

My events

My events | Past events | Register for an event = Event details

Registration You have not yet registered for this event. Register
This is your event

i dashboard. Here you
Accommodation You must complete your registration before selecting y
accommodation. can complete all

sections of your event

3 participation in
Abstract m whichever order you

like.

You have not yet submitted an abstract.
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Managed Users

Profiles || Events
Profies | manage
Manage Profiles Selecting your 'manager profile’ and registering for an event will allow you to create new profile when you register.

Name Email Events Register for Invoice

cgister a new user for

(a2 g -]
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To register your delegates — From your Dashboard, select Manage Profiles from the left
hand side options.



In the next screen select register a new user for and scroll down to find the Conference,
Proteomics 2012 and then click on Go.
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Managed Users

Profiles | Events
Profies | manage
Manage Profiles Selecting your 'manager profilg' and registering for ang&vent will allow you to create new profile when you register.

Register for Invoice

or register a new user for
PROTEOMICS 2012
BASM 2012

COSA CCC 2012
EPIGENETICS 2012
PHOSPHATASES 2012
NIC 2012

PARKS FORUM 2012

LORNE GENOME 2012

PROTEINS 2012
LORNE CANCER 2012

INFECTION 2012

IVWDC 2012

ESA SEMINAR 2012

PORES 2012 Prato

ZEBRAFISH 2012

AFAC 2012

AVID 2012

DIABETES IMPACT 2012

THRIVING NEIGHBOURHOODS 2012
DAQ STEPPING FORWARD 2012
TLROZ 2012

HFFC 2012

Step 5 — Complete the details of your first delegate. Company details will automatically
appear. You can replace these if they are not appropriate.

You will be asked if you wish the delegate to receive emails generated from the system.
Select No if you do not want them receiving registration confirmation and tax invoices.
Please insert your own email as Extra Email Addresses at the bottom of the login page.

You can also decide whether you want to give your delegates their password to make
changes themselves.

PLEASE NOTE - This system is email address driven, therefore an email address can only be
used once and cannot be changed or overwritten. This helps avoid duplication and will
mean that your delegates can not re-register themselves unless from a private email
address.

Select Register at the bottom of this screen and proceed through the registration. At the
end, you can return to your dashboard and register the next person.

Once all members of your group are registered, you can download a group tax invoice and
arrange payment.



Option 2 — You know your delegates who will be registering themselves at a later stage
and then will be added to the group.

In order for your delegates to be able to join your group, you must have created a profile for
yourself.

Step 1 — Please select the first option on the page —
Complete your own contact details and click on Proceed.

Step 2 — You can now pass on the following instructions to your members to register:
(see new page for ease of copying)

Note to Group Manager — Please ensure the delegate makes payment for additional add-ons
at the time of registering otherwise the add-on amount will be outstanding on the group tax
invoice. The add-on will still appear on the group tax invoice but there will also be a paid
amount to match.

Once all group members are added, you can download a group tax invoice and arrange
payment.



ASN Events Online Registration System - Delegate Instructions

Step 1 — On the conference web site, please familiarise yourself with the Registration
options & Accommodation terms and conditions. From the Registration Page, please click on

Click Here to register...

Step 2 — Please select the first option on the next page —
Complete your own contact details. You need to create a password here that can be
characters with or without numbers. Passwords are case sensitive. Sections in red must be
completed. At the bottom of the page please insert the group manager’s email as Extra

Email Addresses. Click on Proceed.

Step 3 — Continue through the registration process. At the end you will be asked whether

you wish to continue on to payment or return to your dashboard.

Step 4 - If you are paying for any add-ons yourself, you can continue on to the payment
screen to make a personal payment on your credit card for this amount.

After which/alternatively, please return to your dashboard to add yourself to the group.

This page will appear:
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17th Lome Proteomics Symposium 2012

Hosted by and managed by ASN Events.

Mantra Erskine, Lorne, Victoria

2nd - Sth February 2012

My events

«/ Registration

+/ Memberships

Add-ons

Accommodation

$ Payment

Abstract

Invoice/Receipt

Register for an event

Event details

Your registration for this event is complete. You can edit any
extra information here.

If you require changes made to your actual registration please
contact ASN Events.

Details:
Full Conference Registration AU$510.00

Summary:
You can get a summary of your registration here.

You are currently recorded as being a member of the following
societies or organisations:

* Australasian Proteomics Society

Click through to add an additional organisation.

No addons selected.

With the event now close your accommodation can not be modified. If you require changes please

contact Bree Knights.

You have not yet selected any accommodation.

AU$510.00

Outs.tanding: AU$510.00

You have not yet submitted an abstract.

Your invoice has been emailed to you with your confirmation email.

This is your event
dashboard. Here you
can complete all
sections of your event
participation in
whichever order you
like.

Hanage-

Make Payment

Download Invoice




Select Profile in the left hand options and then the Manager tab across the top.
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My details My nametag

5| Societies Fields in red are required.

Login details

My password Manager

The email address and password you supply here will be used to login in future, to change your registration details

or register for future events.

Email:

Personal details

‘kr\stie@hutmail.mm

Please confirm your profile details are up-to-date before continuing.

Email:
Title:

First name:

Family name:
Position:
Department/division:
Organisation:
Address:
Town/suburb:

State:

Post Code:

Country:

Work phone number:
Work fax number:

Mobile:

Are you a full-time student?

kristie@hotmail.com

McHutchison

[asn Events

|
|
L]
L]

[ Australia (+61)

(|
(|
L 1]

Yes

Please add your group manager’s email address here. This will add you to the group.
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Events :
My details My namet:
Profile
You don't currently have

:| Societies

Manager's email:

My password Manager

group manager selected.

[

PLEASE NOTE - You may wish to save the web address in your favourites so that you can
return to your dashboard at any time.



Option 3 — You know some members have already registered independently of your group

Email Kara Taglieri — kt@asnevents.net.au at ASN with the names of the people in your
group that you know have already registered. We will add you to their profiles as group
manager.

At any time ASN staff can assist with queries or ensuring delegates are placed in your group.

Group Payments —

Payment for registration and accommodation will appear as a credit on the Group Leaders
account once paid. We will then allocate it to each of the group delegates as they register.
Any outstanding amounts after allocation will be invoiced from the online system and are

payable as they fall due. All accounts must be settled prior to the conference.

Viewing Group Tax Invoices —

The group manager and individuals can view or download a tax invoice at any time. Return
to your profile as a , click on the Event tab and then on the invoice
box. Any changes made will be reflected on the invoice. To return to your dashboard, please
press the return button.

Viewing Individual Delegates profiles/accounts —
The group manager can view the details of his or any delegate in his group. Return to your

profile as a , Click on the name of the delegate from the list in your
group. To see what they are registered for click on the manage box. To view or change their
profile details click on Profile in the left hand options. Once registered, you can not change a
registration type. You will need to contact ASN to do this.

Please note again, the ASN online registration system is email address driven. Delegates
cannot be entered until there is a valid email address for them. An email address can only
be used once and only be used for one delegate. Group managers should always add their
emails in to the members profile as an Extra email address.



