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GETTING READY

Before setting up your registration:
e Review the session descriptions at www.scbwf.org

o Make a list of the days, times and titles of the sessions you want to register for. Note: On the registration site,
sessions are listed by the day and time they will begin, so you may want to make your list by day and time.

e FYI, each registrant has a completely separate registration. The party/group option makes it possible to make
one payment for multiple people, and provides a “group leader dashboard” for one person to manage multiple
registrants in one party or group. There is no option to duplicate a registration.

e Avregistration is created in the system THE FIRST TIME YOU SAVE IT, not before! No matter how much you have
typed on your screen, it only moves from your screen to the system WHEN YOU SAVE. For a new name to
appear in a group list, you must type the password and name AND SAVE. You may receive an email each time
you save. Feel free to delete the “extra” emails.

Keynotes and Spotlights are listed in the Birding & Wildlife groups by day

Photography sessions will be added at a later time

PLEASE READ: HOW TO USE THE SAME EMAIL MORE THAN ONCE...

Yes! You CAN use the same email more than once — but you HAVE to change the PASSWORD each time you do. It only
has to be slightly different — one character or number. Suggestion: use your “usual” password as the base and add each
new registrant’s name or initial. For example, your usual password is wOOdpecker. Make Joe’s password
wOOdpeckerjoe and Mary’s password wOOdpeckermary; or jwOOdpecker and mwOOdpecker.

LET’S GET STARTED!


http://www.scbwf.org/

You are already on the Registration Step 1 page (or can get here using a Registration link):

SCBWF REGISTRATION INFORMATION
Scroll Down to Step 1 or Step 2 (this Information Section is on the top of both pages)

By registering, you promise/agree (read the details here):

« Mot to hold the Brevard Mature Alliance (BMA) or the Space Coast Birding & Wildlife Festival liable if you get hurt
+ Give us the right to use any photo WE take of you during the event (photo release)

Registration is as easy as 1-2-3! Open the Registration Instructions for step-by-step directions.
Registration instruction pdf
Step 1- Create your NEW 2020 SCBWF reqgistration
Step 2 - complete your registration form and select your sessions
Step 3 - When you select the "SAVE.." button at the bottom of the form, you will be sent a standard Credit Card payment from. You will
also receive an emailed link you can use to easily access your registration whenever you wish.

SCBWF 2020 PRICING Last day for Early Bird pricing is December 8, 2019

REGISTRATION TYPE (by 12/08) Regular
Full Festival {Wed-Mon) $95 130
Weekend (Fri-Mon) §75 885
One-Day Wed-Fri 45 § 50
One-Day Sat $30 530
One-Day Sun-Mon NO EXHIBITS 520 520
Two-Day Sat-Sun 550 $ 50

The FREE Exhibit Hall is open to the Public 10am-4:30pm Wed-Sat

Registration includes access to the evening Sips & Bits Receptions in the Registration Area and access to a5 many 'free” (with registration)
classroom presentations as you want fo aftend on g first-come, first-served basis. [Note that some paid photograpy sessions are held in
classrooms - they must be registered for in advance. ] While registering you can enroll in paid events (warkshops, field frips, boat trips, etc )
&t additional cost. A §4.95 handiing fee is added to all registrations. Once you "Save" your registration using the button at the page bottom,
you will receive an email with a link you can use to return to your form anytime,

If you select a registration type other than Full Festival - please remember that ONLY the sessions ON THE DAY(s) YOU ARE
REGISTERING FOR will display.

STEP 1. Select Your Registration Type

NOTE same Email may be used multiple times, Password must vary slightly (one idea

is to add a name or initial to your "usual" password")
SINGLE - manage and pay for one person

PARTY/GROUP registration - setup and pay for 2 or more people {can make one

payment)

| have already registered and want to edit my registration

| forgot my password / | don't have a password

STEP 1. Select Your Registration Type

NOTE same Email may be used multiple times, Password must vary slightly (one idea

is to add a name or initial to your "usual” password”)
SINGLE - manage and pay for one person

PARTY/GROUP registration - setup and pay for 2 or more people (can make one

payment)

| have already registered and want to edit my registration

| forgot my password / | don't have a password

Please note: the images in these instructions may
differ slightly from what you see on the screen.
The differences should not affect function.

STEP 1: Create your NEW 2020

Registration

You must create a NEW 2020 registration before
the system will recognize your email and
password. You will create your password in Step 2
while completing your new registration form.

If you registered last year — we are trying an
optional feature that allows the system to
recognize your email and pre-populate some of
your information. More on that in Step 2..

1.1 Scroll down to “STEP 1” and select
your registration type

Note: The system doesn’t know yet
who you are. Pick one of the first two
options. If you use “l don’t have a
password” you will get an error.

Pick “SINGLE” if you will only be
registering and paying for yourself. You
can use “SINGLE” multiple times with
each payment being separate.

Pick “PARTY/GROUP” if you want to
manage and/or pay for multiple
registrations together. Each person will

still have their own individual separate registration, but you will be able to easily access and edit them using the “Group
Leader Dashboard.” If you are a couple, please don’t let the word “group” confuse you -for this purpose, a Party of 2 or
more is a “group” and the first person in the Party is the “Group Leader.”

AFTER you have created your registration — you will either use a link you have been emailed, or “I have already

registered...”



1.1 Creating new SINGLE registration

STEP 1. Select Your Registration Type

NOTE same Email may be used multiple times, Password must vary slightly (one idea
is to add a name or initial to your "usual” password")

.

SINGLE - manage and pay for one person
Type your E-mail Address
Choose Registration Type

Select...

Continue
PARTY/GROUP registration - setup and pay for 2 or more people (can make one
payment)

| have already registered and want to edit my registration

| forgot my password / | don't have a password

STEP 1. Select Your Registration Type

NOTE same Email may be used multiple times, Password must vary slightly (one idea
is to add a name or initial to your "usual" password")

.

SINGLE - manage and pay for one person
Type your E-mail Address
Choose Registration Type

Select... v

Full Festival Registration

WON FULL FESTIVAL - choose GROUP - will be approved by Admin
Weekend Registration (Fri-Sun) ople (can make one
1-Day Wed Jan 22nd

1-Day Thu Jan 23th

1-Day Fri Jan 24th

1-Day Sat Jan 25th

1-Day Sun Jan 26th Field Trips Only
2-Day Sat-Sun

If you have already done these steps,
use the “I have already registered”
button below.

Select “SINGLE”

Type your email address

Select your registration type from the
dropdown list.

Then click the “Continue” button to
proceed to Step 2.



1.2 (A) Creating a new PARTY/GROUP

STEP 1. Select Your Registration Type

NOTE same Email may be used multiple times, Password must vary slightly (one idea
is to add a name or initial to your "usual” password")

SINGLE - manage and pay for one person

= PARTY/GROUP registration - setup and pay for 2 or more people (can make one
payment)

Enter new Party/Group name (you will become the Group Leader)
Add me to a Party/Group that has already been created

| have already registered and want to edit my registration
| forgot my password / | don't have a password

STEP 1. Select Your Registration Type

NOTE same Email may be used multiple times, Password must vary slightly (one idea
is to add a name or initial to your "usual" password")

SINGLE - manage and pay for one person

* PARTY/GROUP registration - setup and pay for 2 or more people (can make one
payment)

' Enter new Party/Group name (you will become the Group Leader)

Type your new Group Code/Party Name

This will be used by your other group members to register. Maximum characters
in 20. Case is not important.

Type your E-mail Address
Choose Registration Type

Select... v

Add me to a Party/Group that has already been created

Continue

If you have already done these steps,
use the “I have already registered”
button below.

To create a new PARTY/GROUP, first
Select PARTY/GROUP registration.

Then select “Enter new Party/Group
name”. This is your registration and
you are becoming the Group Leader
at the same time.

Type the Group Code/Party Name.
Make it simple. Case does not
matter.

Type YOUR email address



STEP 1. Select Your Registration Type

NOTE same Email may be used multiple times, Password must vary slightly (one idea
is to add a name or initial to your "usual" password")

SINGLE - manage and pay for one person

= PARTY/GROUP registration - setup and pay for 2 or more people (can make one
payment)

* Enter new Party/Group name (you will become the Group Leader)

Type your new Group Code/Party Name

This will be used by your other group members to register. Maximum characters
in 20. Case is not important.

Type your E-mail Address
Choose Registration Type

Select... v

Full Festival Registration

WON FULL FESTIVAL - choose GROUP - will be approved by Admin
Conl Weekend Registration (Fri-Sun)
1-Day Wed Jan 22nd
1-Day Thu Jan 23th
1-Day Fri Jan 24th
1-Day Sat Jan 25th
| forgg 1-Day Sun Jan 26th Field Trips Only

2-Day Sat-Sun

| have

Select YOUR registration type from
the dropdown menu. Other
members of your group will each
have their own registrations.
Members can have different
registration types.

Click the Continue button and
proceed to Step 2.

IMPORTANT: In Step 2 first complete
your own registration form and
schedule. When you click the “save”
button at the bottom your “Group
Leader Dashboard” will appear on
your Step 2 screen.



1.2 (B) Adding a new Group Member to an existing group

STEP 1. Select Your Registration Type

NOTE same Email may be used multiple times, Password must vary slightly (one idea
is to add a name or initial to your "usual" password")

SINGLE - manage and pay for one person

* PARTY/GROUP registration - setup and pay for 2 or more people (can make one
payment)

Enter new Party/Group name (you will become the Group Leader)
Add me to a Party/Group that has already been created

| have already registered and want to edit my registration

| forgot my password / | don't have a password

STEP 1. Select Your Registration Type

NOTE same Email may be used multiple times, Password must vary slightly (one idea
is to add a name or initial to your "usual" password")

SINGLE - manage and pay for one person
* PARTY/GROUP registration - setup and pay for 2 or more people (can make one
payment)
Enter new Party/Group name (you will become the Group Leader)
¢ Add me to a Party/Group that has already been created
Type the Party Name/Group Code:

You would have received this Group Code from your Group Leader. Case is not
important.

Type your E-mail Address (can be duplicate)

Choose Registration Type

Select... v

Continue

| have already registered and want to edit my registration

| forgot my password / | don't have a password

The Group Leader will have a Group
Leader Dashboard on his/her Step 2
screen. From there you can ADD NEW
GROUP MEMBER or email a link to
potential group members. The email
will include your group code.

Either option will bring you back to
this Step 1 page. Select
PARTY/GROUP registration.

Select Add me to a Party/Group that
has already been created. (If you are
the group leader, at this point think of
“you” as the person you are adding.)

Type the name of the already created
group.

Type the email address you want this
person’s notifications to go to. There
is a place in Step 2 to add an
additional email address. You can
reuse the Group Leader’s email here,
but must vary the password for each
use.

Click the Continue button to proceed

to Step 2. This opens a form allowing you to create a NEW registrant in the group,; YOU MUST CLICK SAVE on the

registration page before the new registrant will actually appear in your Group list.



1.3 I have already registered - returning to update

STEP 1. Select Your Registration Type

NOTE same Email may be used multiple times, Password must vary slightly (one idea
is to add a name or initial to your "usual" password")

SINGLE - manage and pay for one person

PARTY/GRQOUP registration - setup and pay for 2 or more people (can make one
payment)

* | have already registered and want to edit my registration

Email
Address:

Password:

Submit

Use this selection only after you have
created and saved a new 2020
registration using the steps above.

Type your email address and
password.

Click the Submit button.

If the system does not recognize you —
enter your email and password again,

there might have been a typo. If that
fails, try “I forgot my password.”

| forgot my password / | don't have a password

1.4 | forgot my password /| don’t have a password

Only use this button if you have
created and saved a new 2020
registration using the steps above.

STEP 1. Select Your Registration Type

NOTE same Email may be used multiple times, Password must vary slightly (one idea
is to add a name or initial to your "usual" password")

SINGLE - manage and pay for one person

PARTY/GROUP registration - setup and pay for 2 or more people (can make one Type your email address and
payment) password.

Click the Send Password Reset button.
You can use the password you
remember when you reset it.
Remember that if there are multiple
registrations using one email, each
registrant’s password must be unique.

| have already registered and want to edit my registration
* | forgot my password / | don't have a password

Please enter your email address below. You will be emailed a link to reset your
password.
Email Address:

Send Password Reset

If the system does not recognize your email. Enter it again, there might have been a typo. If that fails either you used a
different email or your still need to create your 2020 registration. It may be that you completed the registration form but
did not save before leaving the Step 2 page. Start over above and remember to save.



STEP 2: Complete your Registration Form and Select Paid Sessions

2 A Start a new registration, or return to a saved one

SAVE BUTTON

SCBWF REGISTRATION INFORMATION
Scroll Down to Step 1 or Step 2 (this Information Section is on the top of both pages)

Step 2. Registration Form
SAVE BEFORE LEAVING
THIS PAGE!

Click SAVE BUTTON fo
save anytime

By registering, you p ee (read the details here):

« Not to hold the Brevard Nature Alliance (BNA) or the Space Coast Birding & Wildlife Festival liable if you get hurt

« Give us the right fo use any photo WE take of you during the event (photc release)

SCBWF 2020 PRICING Last day for Early Bird pricing is December 8, 2019

REGISTRATION TYPE (by 12/08) Regular
Full Festival (Wed-Mon) $90 §125
Waakand (Fri-han\ = TR £ RE

Welcome backl Remember to save
any updates before leaving this page.

Continue

2 A 1Scroll down the page to this section

Review FAQ sheet (link beiow) for refund and canceliation policy.

IF YOU EXPERIENCE PROBLEMS - please review instructions and FAQS below, then email the Registration Support, email is at the bottom of this page. SEETEIT AR

Registration instruction pdf

THIS PAGE!
Click SAVE BUTTON to
save anytime

FAQs (Frequently Asked Questions)

STEP 2 FROM HERE TO BOTTOM

Important: Save before leaving this page!

Change Your Registration Type (only selected days' events will display)
Registrant Type Full Festival Registration
Your registration is not part of a party or group.

Click here to return to the Landing page.

Retrieve My Information

Please enter your Email Address from your 22nd Space Coast Birding & Wildlife Festival JANUARY 23-28,
2019 event to pre-populate this page. Please note, you still must complete the registration form

Email Address

Look Me Up

Step 2 A: Complete this form
* = Required

- E-mail Address |your email will be here

* E-mail Address Confirm
* Create Your Password eeee
* Confirm Your Password s

= First Name

Step 2. Registration Form
SAVE BEFORE LEAVING

New registration

The first time you come into your
registration form, it should look like
this. The information section is the
same on both Step 1 and Step 2. The
Save Button message says you are at
Step 2.

Returning to a saved registration

If you saved your registration before
leaving the Step 2 page, you should
see this message when you return.

Click Continue

Now the page will look like the one
above. Proceed to the next action.

Scroll down the page to this view

Optional: if you were registered for
the 2019 Festival, you can ask for
some of your registration form
information to be automatically
populated.

Enter last year’s email address and
click Look Me Up. If you use this, do
review and correct the information.
This options disappears once the form
is saved.

Complete the form, answering all
questions. Click the Save Button

ALERT: if you get to this point and think “I've already done this” but have a blank form — and don’t intend to be creating
another registration form using the same email — you may have come in thru 1.1 or 1.2 above. Either close the page or
(Referring to image above in the “Change Your Registration Type” section) on your screen, click on the Click here to
return to the Landing Page. From the “Step 1” page Use the 3" option and try logging in using your email and password.
If you type all the same information in a second time with a new password and save you will be creating a duplicate

registration.



2 A 2 Answer “selections” questions

Optional: Send DUPLICATE emails to (NOT same email
as above)

Selections
* = Required
* How many previous years have you attended the | Select
Festival?
* How did you hear about the 2020 23rd Annual Space
Coast Birding & Wildlife Festival?

Magazine
Billboard

Ol

Internet

Visited ou

Will you be signing up for the Florida Scrub-Jay and @ No
Scrub Fire Ecology (FL Scrub-Jay and Fire Ecology) bus
trip to Kennedy Space Center? [You must be a US
Citizen, and your Driver's License number is required for
this trip ]

Step 2 B: Select Paid Events

2 B 1 Select your Paid Sessions

Will you be signing up for the Florida Scrub-Jay and
Scrub Fire Ecology (FL Scrub-Jay and Fire Ecology) bus
trip to Kennedy Space Center? [You must be a US
Citizen, and your Driver's License number is required for
this trip.]

Step 2 B: Select Paid Events

# TM Goodwin WMA [J
Date: Wednesday, Jan 22, 2020

Cost: $ 100.00

~

NP

-
Step 2 B: Select Paid Ev

Wednesday, J

0500 am to 03:00 pm
Location: TM Goodwin WMA
Description:

T™M Goodwin WMA £
Date: Wednesday, Jan

Facebook page: SCBWF
Facebook page: VisitSpaceCoast. com

Festival Website
Word of Mouth

another Festival

Yes - DRIVER'S LICENSE REQUIRED

e s - - e wr um

Join us for a special driving tour of the back side of this 3,87(
wetland restoration project located in the Upper Basin of the
Johns River The Upper Basin Praoject is a model for the muc

SAVE BUTTON

Step 2. Registration Form
SAVE BEFORE LEAVING
THIS PAGE!
v Click SAVE BUTTON to
save anytime

r Booth or picked up materials at

* No
Yes - DRIVER'S LICENSE REQUIRED

Wednesday, January 22 - Birding & Wildlife

Time: 05:00 am to 03:00 pm

SAVE BUTTON

Step 2. Registration Form
SAVE BEFORE LEAVING
THIS PAGE!

Click SAVE BUTTON to
save anytime

Cost: $ 100.00

Spaces Remaining: 20
Lake Apopka Northshc
Date: Wednesday, Jan Z
Cost: $115.00

Spaces Remaining: 21
Tosohatchee WMA [
Date: Wednesday, Jan 2
Cost: $ 4000

Spaces Remaining: 18
Viera Wetlands &

Date: Wednesday, Jan 22, 2020

larger endeavor to restore Florida's Everglades. This is the bs
trip of the Festival for the possibility of seeing Fulvous Whistling-
ducks and Gray-headed (Purple) Swamphens. Snail Kites have
become downright common and we should have good looks at
Roseate Spoonbills, Limpkins, Purple Gallinules and more. It takes
a while to get to the Broadmeor Unit and to sort through the
abundance of waterfowl and wading birds. Although we may have
to pass by some birds on the way, the end result will be
worthwhile

Time: 06:30 am to 11:30 am

If you want notices to also go to a
second email, enter it here. Alert: If
you type the same email here as you
did at the top of the form, you will
receive duplicate notices. Leave
blank if not needed.

Complete all “Selections” questions.

ALERT: not completing any field with
a red asterisk will cause an error on
checkout.

If you are going to the Scrub Fire
Ecology bus tour at Kennedy Space
Center provide your Driver’s License
here. Otherwise click “No”.

Select any paid sessions you want to
attend. Note: Sessions that are “free
with registration are not listed here.

7

If you would like to see location and
description details, touch the tip of
your mouse to the square blue
“I"icon by the session name. A popup
screen will show the information.

Alert: Schedule conflicts will cause an
error at checkout. The conflicting
events will be yellow highlighted after
the error message occurs.

After making your selections, Click
the Save Button



2 B 2 Get Ready to Pay (Calculate Totals and SAVE MY EDITS to go to Step 3)

rsvpBOOK Dashboard X 23rd Space Coast Birding & Wile X

Paused g

&« C @ rsvpbook.com/event.php?576753
Note: You are in Edit Mode

o % 0 ®H 3 GHSBLHOGFHE

SAVE BUTTON
Order Details

aid Admission

estival admission. Registration for specific events may incur additional charges.

Step 2. Registration Form
SAVE BEFORE LEAVING
THIS PAGE!

Click SAVE BUTTON to
save anytime

' To SAVE EDITS, scroll to the bottom of the page.

Scroll to the bottom and select the
flashing Calculate Total button

Qty Amount Subtotal
Festival - all days 1 $00.00 59000
ays admission - registration for specific events may incur additional fees
andling Fees
Qty Amount Subtotal
dling Fee 1 $495 $495
Subtotal $94.95
ount Code:
Total $94.95
Calculate Total
cellation refund policy:
4 »
. save butiu
Handling Fees
Step 2. Registratic
fem aty Amount | SAVE BEFORE Lf
THIS PAGE
Handling Fee 1 $4.95 Click SAVE BUTT
save anytim
Subtotal
Discount Code:
Total $9495

Calculate Total

Cancellation refund policy: The Festival reserves the right to cancel, change or substitute an activity if deemed necessary. Click the FAQs
link near top of page to review the full cancellation and refund policy.

Contact

Registration Support
1(321) 2685224
registration@scbwf.org

SAVE my edits (will take to Step 3 Payment if money owed) | can't attend (THIS WILL REMOVE YOU FROM ALL SESSIONSI)

10

Click the SAVE my edits button at the
bottom of the page. This will take you
to the Credit Card (CC) processing
page (Step 3 Payment Screen).



STEP 3: PAYMENT SCREEN

rsvpBOOK.com - Payments, Refu X

« > C @ rsvpbookcom/event process payme.. W Q@ & & & ® 5H G " B ® Pausede

23rd Space Coast Birding & Wildlife Fe ™o Pere!
JANUARY 22-27, 2020 you areJ%rl':g g?g&g‘Leader

Mousever each buttan
to see what it does

Registrant Name l Pay For Group

Group Leader Dashboard

John Smith (View Detail)

Add Group Member

Mary Smith (View Detail) Exit this Group
Total To Be Paid

Billing Email Address |
Billing Address |
Billing City |

Billing Zip |
Billing Country |Select

rsupBOOK.com - Payments, Refu X

<« c

@ rsvpbook.com/event_process_payment.phpeventid=576753&gid=1609200,1609201&.. ¥ O & 8 & 4 5H Q= ® | pased @ :

Registrant Name Balance Due
John Smith (View Detail) $54.95
John Smith,
Mary Smith (View Detail) $99.95 D areuthg Grolup Leader
Total To Be Paid $164.90

Biling EmailAddress ||
Biling Address = |
BilngCity [ ]

Billing State/Province
Bilingzp |
Billing Country

Your IP address is: 172.31.24.51
First Name on Card
LastNameonCard [ |
Card Type
Card Numoer | |
Card Expires [Select v |/[Select v |
CW [ | Whats this?

Review My Payment

rsvpBOOK.com - Payments, Refu X

< ]

@ rsvpbook.com/event_process_payment.phpeventid=57675380id=1609200,1609201&.. % Q@ & B & ®H G 3 ® | Paused @ i

www.rsvpbook.com says

Are you sure you want to leave this page? Any unsaved changed will be ‘StiVE' Control Panel

lost.
John Smith,

you are the Group Leader

Balance Due

Registrant Name

John Smith (View Detail) $5495
Mary Smith (View Detail) $99.95
Total To Be Paid §154.90

Once you are on this page, complete
your credit card (CC) payment. You
will need to reenter your contact
information there. It is not passed to
the CC processor for security reasons,
and because it may be different than
what you entered on the form.

Group Leaders: if the “Control Panel”
is in your way — resize the screen so it
is wider and shorter, the Control Panel
will move to the side. If this hinders
payment on a hand-held device, you
may need to close the screen and pay
later from a device with a large
screen.

If you are not yet ready to pay, to
leave this screen without paying —
go to the top left of your browser and
click the “back arrow” €. When the
“Are you sure...” message appears at
the top of the page, click the blue
“OK” button to leave the screen and
go back to your registration.

If you use the back arrow € and a

“refresh error” message appears, click the “F5” button along the top of your PC keyboard. On PC’s the F5 key can always
be used to refresh/update a screen, not sure if there is a similar command for MAC/Apple products.

11



rsvpBOCK.com - Payments, Refu. X

& 5 @ @ rsvpbookcom/event process payme.. ¥ Q@ & B & N LH G A ® Paused g

23rd Space Coast Birding & Wildlife Fe oM Fane!
JANUARY 22-27, 2020

you are the Group Leader

Mousaover each button
to see what it does

Registrant Name l Fay For Group
John Smith (View Detail)

| Add Group Member
Mary Smith (View Detail) Exit this Group
Patty Albright (View Detail)

Group Leader Dashboard

Total To Be Paid § 254.85

Billing Email Address | |
Billing Address | |
Billing City | |

Billing State/Province
Billing Zip | |
Billing Country |Select v

Your IP address is: 172.31.24 51
First Name on Card | |
Last Name on Card | |

Card Type

rsupBOOK.com - Payments, Refu X

& > C @ rsvpbookcom/event process payment.phpleventid=5767538gid=1609200,1609201&.. % Q@ & 8 & 9 5H G = ® | Pased @

23rd Space Coast Birding & Wildlife Festival Gontrol Panel
JANUARY 22-27, 2020 e
Registrant Name Balance Due ':j:l:a::::
John Smith (View Detail) $54.95 G::ﬂl"p :'::“
Mary Smith (View Detail) $99.95 Exit this Group
Total To Be Paid $164.90

Biling EmailAddress | |
Billing Address I:l
Y

Billing State/Province
Bilingzp ]
Billing Country

12



STEP 4: THANK YOU EMAIL—=USE IT TO GET BACK INTO YOUR REGISTRATION

oear [

Thank you for registening for: 23rd Space Coast Birding & Wildlife Festival JANUARY 22-2
2020.

To view a copy of your Thank You page, including session registration and purchases, if appli
please clickhere.

Regards,

Registration Support
1(321) 2685224
registration @scbwf.org

4 ©

Confirma: X Thank You for registering

5aaf9f

Thank You for Registe Edit My Registration

Thank you for registering!
|

Sunday, Oct 13, 2019

Registrant Type Full Festival Registration
Status Attendin:

Registrant ID:

Group Code

Step 2 A: Complete this form

Certificate Number / where won
This image shows an
actual registration.
The information has
been blacked out for

E-mail Address
E-mail Address Confirm

privacy. On your
screen you’ll see
details for the
person whose
registration this is.

Address 1
Address 2

City

State / Province
Zip

Country

Cell Phone
Alternate Phone

PRINT YOUR SCREEN

Registration Email: How to see your registrations

Look for the words “Click Here” (blue if you have not
yet clicked on, purple when you have). If you are using
gmail and don’t see “Click Here” — look for a little “...”
on the left to open the full email to your view. Gmail
likes to “collapse” things to save space on the screen..

The link in the email is attached to the registration of
ONLY the specific person the email is addressed to.

A page like this will open on your screen.

€ You can click “Edit My Registration” here to go to
THIS person’s registration details

SCHEDULE of SELECTED PAID SESSIONS will be listed
below this (not shown here)

Want to print what you see on the screen? If your computer is attached to a printer — right click on the screen, and
choose the print option from the list. Your print menu will pop up. Pages will print however you have it set as far as color

and 1- or 2-sided.
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e By MM At the Bottom is the payment section.

53af9f7a706a3161000f3e5b
Thursday, January 23 - Birding & Wildlife-Manatees of Blue Spring (Qty 1) $110.00

Friday, January 24 - Birding & Wildlife-Airboat Birding Along the St Johns River
(Qty 1)

Friday, January 24 - Birding & Wildlife-Port Canaveral Boat Tour (Qty 1) $35.00

$90.00

Saturday, January 25 - Birding & Wildlife-Orlando Wetlands Park Tram Tour (Qty $6500
1)

Sunday, January 26 - Birding & Wildlife-Beach Birds Intro and Boat Trip (Qty 1) $95.00
Subtotal $559.95

Total $559.95

Payments (5 -55995)

Action Date Type Amount

View Receipt  Sunday, Oct 13,2019 Credit Car{i| s -559.95)

Red text here is GOOD — it means your payment was
recorded and applied against the balance due.

€ 50.00 here means you are fully paid
Balance Due $0.00

Cancellation refund policy: The Festival reserves the right to cancel, change or substitute

an activity if deemed necessary. Click the FAQs link near top of page to review the full
cancellation and refund policy.

Sincerely,

Registration Support
1(321) 2685224

registration@scbwf org Use link at bottom to go to the Festival website

I Go o scowr wevere I
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PARTY/GROUP SETUP
GROUP NOTES —the same sequence with a few additions

Please take note: Your group will be created and your “Group Leader Dashboard” will appear ONLY AFTER you use the
SAVE button. The FIRST registration in the Group becomes the Group Leader.

THREE THINGS TO KEEP IN MIND WHEN CREATING GROUPS:

a. A new member (including the Group Leader) has to be SAVED before they exist in the system. (Saving the Group
Leader also creates the Group).

b. The Group Leader Dashboard will appear on the Group Leader’s screen AFTER the Group Leader’s registration has
been created by saving.

¢. When adding a NEW GROUP MEMBER — the new Group Member will only exist in the Group List AFTER the new
registration has been successfully SAVED.

23rd Space Coast Birding & Wilt X

& C @ rsvpbook.com/eventphp?576753 o ff Q@ @ B & N 5@ = B ® Pausedu H |

Control Panel

SCBWF REGISTRATION INFORMATION

Scroll Down to Step 1 or Step 2 (this Information Section is on the top of bot John Smith,
you are the Group Leader

By registering, you promise/agree (read the details here): Mouseover each button
to see whatit does
= Not to hold the Brevard Nature Alliance (BNA) or the Space Coast Birding & Wildlife Festival liable if you g Pay For Group

- Give us the right o use any photo WE take of you during the event (photo release)
Group Leader Dashboard

Registration is as easy as 1-2-31 Open the Registrafion Instructions for step-by-step directic

" ST Add Group Member
Registration instruction pdf (note: images may not exactly maich the pdf due to screen upt

Exit this Group
Step 1 - Scroll WAY down - choose your registration method (SINGLE or PARTY/GROUF) and create your
registration.
Step 2 - Scroll WAY down - Complete your registration form and select your sessions
Step 3 - You must select the "SAVE. " button at the BOTTOM of the Step 2 page to reach Step 3. It isn't marked Step 3, butitis a
standard Credit Card payment from. You will also receive an emailed link you can use to easily access your registration whenever you
wish. You may cancel out of the Credit Card form if you are not yet ready to pay. Your registration will be "Incomplete” until you submit
payment.

SCBWF 2020 PRICING Last day for Early Bird pricing is December 8, 2019

Early

Bird

(by
REGISTRATION TYPE 13108) Reqular
Full Festival (Wed-Mon) ~ $95  $130
Weekend (Fri-Mon) 8§75 $ 85
One-Day Wed-Fri 845 § 50
One-Day Sat %30 $ 30
One-Day Sun-Mon NO
EXHIBITS $20 $ 20
Two-Day Sat-Sun 850 $ 50
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Payment Processing

6

C @ Nolsecure\ rsvpbook.com/group_payme... 3¢ Q @ S & q @ 0 A

How to use this screen:

Paused (g

For each member of this group/table, select the Method of Payment (MOF Control Panel
member may be different

Your only choices will be those in the dropdown menu which are establishe
organizer

Click the Submit button to update the sales status

If Credit Card was selected as the method of payment for anyone, your ne
a secure credit card capture page

You can quickly apply the same Method of Payment to all registrants using
MOP to all registrants dropdown menu

John Smith,
you are the Group Leader

Mouseover each button
to see what it does

Pay For Group
Group Leader Dashboard
Add Group Member

Exit this Group

Apply this MOP to all registrants: Apply

Method of Payment (MOP) Amount Owed

Credit Card v
Credit Card v
Credit Card v

Registrant Name
John Smith (View Detail) $ 5495
Mary Smith (View Detail) $99.95
Patty Albright (View Detail) $ 9995

Continue Close Window

Credit Card Current Total: $ 254.85

Registrants John Smith, Mary Smith, Patty Albright

23rd Space Coast Birding & Wilc X

e

C & rsvpbookcom/eventphp?576753 o v Q@ @ 8 & N L5 6 ° B ®
Silent Auction text NUPsISCOWT.Org/consenvauon-and-
silent-auction/

https //scbwf org/sponsors-and-
exhibitors/

https:/iscbhwf org/spotlight-
speakers/

https:/iscbwi.org/bna-staff/
https:/iscbwi.org/
https /iscbwf org/workshops/

Paused 0

Control Panel

Sponsors and Exhibitors

- John Smith,
Spotlight Speakers you are the Group Leader

Mouseover each button
to see what it does

Staff Bios
Website Homepage
Warkshops

Pay For Group

Group Leader Dashboard
Add Group Member
Exit this Group

STEP 1. Select Your Registration METHOD and Registrant

Type the Party Name/Group Code: easy name

Type your E-mail Address (can be duplicate)| |

Choose Registration Type

suzanne.witen@proforma.com
| Select.. ®

Continue

Manage passwords...

Contact

Registration Support
1(321) 2685224
registration@scbwf org
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NOTE: If a group member’s
registration is “Incomplete” after
payment — please go into their
registration and click the “Save my
edits” button at the BOTTOM of their
registration. If they are still listed as
“INCOMPLETE”, scroll up and down
the page, looking for yellow highlights
indicating required information. After
completing, click the “SAVE MY
EDITS” button at the bottom again.
Their registration should now be
complete.



B 23rd Space Coast Birding & Wild X

&« X @ rsvpbookcom/eventphp?57675.. o #* Q@ & 8 & ® 5H 0 @ A ® Paused 9 H |

To add a new member

Control Panel . % ” .
SCBWF REGISTRATION INFORMATION Notice the “SAVE BUTTON". This
Scroll Down to Step 1 or Step 2 (this Information Section is on the top of both pages| you areJotng g'::;'ﬁ'; N means you are on the Step 2

By registering, you promise/agree (read the details here): Moussover esch button Registration Form page.

to see what it does

« Not to hold the Brevard Nature Alliance (BNA) or the Space Coast Birding & Wildlife Festival liable if you get hurt Pay For Group

= Give us the right to use any photo WE take of you during the event (photo release) R —— In the ContrOI Panel CI |Ck the ”Add
’

Registration is as easy as 1-2-31 Open the Registration Instructions for step-hy-step ¢ Add Group Member

Registration instruction pdf (note: images may not exactly match the pdf due to scret G ro u p m e m be r-” b thtO n

Exit this Group
Step 1 - Scroll WAY down - choose your registration method (SINGLE or PARTY/GROUP) and create your |
Step 2 - Scroll WAY down - Complete your registration form and select your sess

Step 3 - You must select the “SAVE...” button at the BOTTCM of the Step 2 page to reach Step 2. It Isn't marked Step 2, bu SAVE BUTTON ¥ Note: This is going to “throw” you
will also receive an emailed link you can use to easily access your registration whenever you wish. You may cancel out of the o |
Your registration will be "Incomplete” until you submit payment. Step 2 Reg\straﬂon Form Over tO the Step 1 page
SCBWF 2020 PRICING Last day for Early Bird pricing is December §, 2018 SAVE ?ET?E}E&SAV'NG
par Click SAVE BUTTON to
(blr save anytime
y

REGISTRATION TYPE 12/08) Regular
Full Festival (Wed-Mon) ~ $95  $130
Weekend (Fri-Mon) $75 $ 85
One-Day Wed-Fri $45 § 50
One-Day Sat $30  $ 30
One-Day Sun-Mon NO
EXHIBITS 20 820
Two-Day Sat-Sun $50 § 50
4 3

23rd Space Coast Birding & Wil X
< C @ rsvpbookcom/eventphp?576753 o % O @ B & ® 4 @ = B ® =@ || The page topslook the same. Notice
there is NO “SAVE BUTTON” — this
means you are on the Step 1 page,
where creating a New Group Member
registration begins.

Control Panel

SCBWF REGISTRATION INFORMATION

Scroll Down to Step 1 or Step 2 (this Information Section is on the top of bot John Smith,
you are the Group Leader

By registering, you promise/agree (read the details here): T
to see whatit does
« Not to hold the Brevard Nature Alliance (BNA) or the Space Coast Birding & Wildlife Festival liable if you g Pay For Group

« Give us the right to use any photo WE take of you during the event (photo release)
Group Leader Dashboard

Registration is as easy as 1-2-3! Opan the Registrafion Instructions for step-by-step directic Add Group Member
Registration instruction pdf (note: images may not exactly match the pdf due to screen upc
Exit this Group
Step 1 - Scroll WAY down - choose your registration method (SINGLE or PARTY/GROUP) and create your
registration
Step 2 - Scroll WAY down - Complete your registration form and select your sessions
Step 3 - You must select the "SAVE._" button at the BOTTOM of the Step 2 page to reach Step 3. It isn't marked Step 3, butitis a
standard Credit Card payment from. You will also receive an emailed link you can use to easily access your registration whenever you
wish. You may cancel out of the Credit Card form if you are not yet ready to pay. Your registration will be "Incomplete” until you submit
payment.

SCBWF 2020 PRICING Last day for Eariy Bird pricing is December 8, 2019

Early

Bird

(by
REGISTRATION TYPE 13108) Reqular
Full Festival (Wed-Mon) ~ $95  $130
Weekend (Fri-Mon) 8§75 §$ 85
One-Day Wed-Fri $45 $ 50
One-Day Sat $30 $ 30
One-Day Sun-Mon NO
EXHIBITS $20 $ 20
Two-Day Sat-Sun $50 $ 50
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23rd Space Coast Birding & Wild X

& C @ rsvpbookcom/eventphp?s7e7ss o ¥ QO @ B & 8 5 G = @®
Silent Auction text NOpsy/SCOWT org/consernvanon-and-
silent-auction/

https:/schwi.org/sponsors-and-
exhibitors/
https:iscbwi.org/spotlight-
speakers/

https:/iscbwi ora/bna-staff/
hitps://scbwi.org/

https.iscbhwi org/workshops/

Control Panel

Sponsors and Exhibitors

h ith,
Spotlight Speakers John Smitl

Staff Bios
Website Homepage
Waorkshops

Mouseover each button
to se2 what it does

Pay For Group

Add Group Member

Exit this Group

STEP 1. Select Your Registration METHOD and Registrant

Type the Party Name/Group Code: easy name

Type your E-mail Address (can be duplicats)| |

Choose Registration Type

suzanne.witen@proforma.com
‘Se\ect

Continue

IManage passwords...

Contact

Registration Support
1(321) 2655224
regisiration@scbwi.org

Look Me Up Exit this Group

Step 2 A: Complete this form SAVE BUTTON
== Required

* E-mail Address |switen321@gmail com

* E-mail Address Confirm
= Create Your Password |............

* Confirm Your Password |

Step 2. Registration Form
SAVE BEFORE LEAVING
THIS PAGE!

Click SAVE BUTTON to
save anytime

* First Name |

* Address 1 |
Address 2 |

|
|
* Last Name | ‘
|
|

18

Paused 9

you are the Group Leader

Group Leader Dashboard

< Scroll down to this form. You CAN
reuse the same email.

Select Registration Type.
Click Continue.

When you click CONTINUE you will be
thrown BACK onto the Step 2
Registration Form page. Note:
NOTHING HAS BEEN SAVED YET — the
New Group Member has NOT yet
been created.

Yes, you CAN use the same email address
— but the PASSWORD must be (at least
one character) different for each
registrant. Refer to page 1 of this
document “PLEASE READ: HOW TO USE
THE SAME EMAIL MORE THAN ONCE...”



this form
* = Required
* E-mail Address
* E-mail Address Confirm
* Create Your Password

= Confirm Your Password

o ¥ 0 @ S CHSHLH G

‘SwitenSQI@gmai\.com

switen321@gmail.com

23rd Space Coast Birding & Wil: X

& C @ rsvpbook.com/event.php?57675...

A B ® Paused i)

Control Panel

John Smith,
you are the Group Leader

Mouseover ezch button
to see what it does

Pay For Group
Group Leader Dashboard

Add Group Member

|
|
|
|
Patty |
|
|
|
|

* First Name
Exit this Group
* Last Name ‘Albright
* Address 1 ‘ You may safely leave
this page or continue
Address 2 ‘ editing
* City ‘ SAVE BUTTON
* State | Province |Choose... 7| Step 2. Registration Form
- 7i ‘ | SAVE BEFORE LEAVING
e THIS PAGE!
* Country | Pick One v Click SAVE BUTTON to
save anytime
* Cell Phone ‘ |

Alternate Phone

LICATE emails to (NOT same email as above): ‘ |

23rd Space Coast Birding & Wilt X

< c

* 0 @ S HAW HOGTHE
Group Leader Dashboard

@ rsvpbook.com/event group_manager...

Paused g ¢ ||

Group Leader Dashboard Tips

For each member of your group, you can:

1. Edit their registration form
2. Delete them from the event entirely (their data is lost, sessions are released)
o If the group member has made a full or partial payment AND the funds have been received,
there will be no Delete button visible (money is never deleted)
o The Group Leader row will never have a Delete button (the Group Leader cannot delete
themselves)
. View their Confirmation Page
Resend their Confirmation Email message
Pay for the Group
Register a new member into their group - Add Member button
If a group member previously indicated they would attend but have changed their mind, click the Mark
Not Attending button
If a group member is Mot Attending but would now like to attend, then you must edit their registration
and click the Save Changes - Attending button
. If a group member started filling out their registration form but left it Incomplete, you can click the
Resend Confirmation Email button for anyone with an Incomplete status. This will send a reminder
to the registrant to return to the registration page and complete their registration.

(=T Q]

@

w

Resend Confirmation Email

Full Festival Registration

GoBack PavFor Group Add New Registrant
Actions Registrant Status  Balance Due
Edit View Confirmation Page John Smith .
Resend Confirmation Email 2-Day Sat-Sun Incomplete $5495
Edit Delete View Confirmation Page Mary Smith I Let $99.95
Resend Confirmation Email Full Festival Registration neomprets
Edit Delete View Confirmation Page Patty Albright Tncomplete $99.95
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onfirm the email, type the unique new
password twice, and type the First and
Last name of the New Group Member.

< CLICK THE SAVE BUTTON - this is when
the New Group Member is created.

Fields that still need to be completed will
be highlighted in yellow with red text.

If you click on the “Group Leader
Dashboard” button at this point — you will
see the New Group Member (Patty
Albright) has been added to the
Registrant list.

You can use this Group Leader Dashboard
to move between registrations and get
everything the way you like it before your

pay.

< Click the little word “Edit” all the way
to the left of the registration you want to
edit. SAVE EDITS.



Payment Processing

6

c

@ rsvpbook.com/group_payment manager.. ¥ Q@ & ¥ & N LH G B ® Paused 9

a secure credit card capture page

« You can quickly apply the same Method of Payment to all registrants using th  *

MOP to all registrants dropdown menu

Apply this MOP to all registrants: Apply

Method of Payment (MOP) Registrant Name
John Smith (View Detail)
Mary Smith (View Detail)
Patty Albright (View Detail)
Continue Close Window

Credit Card Current Total: $ 254.85
Registrants John Smith, Mary Smith, Patty Albright

Print Close Window

you are the Group Leader

Control Panel
John Smith,

Mouseover each bution
to see what it does

Pay For Group
Group Leader Dashboard
Add Group Member

Exit this Group

20

PAY FOR GROUP
On the Control Panel —selecting “Pay

for Group” will bring you to this
screen.

< Click on the “Continue” button (to
the left of center) to proceed with
payment. This will take you to Step 3.
Credit Card Payment, explained in an
earlier part of this document.
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