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Welcome to the official Online Conclave Registration Service for Section 2-3 North, Southern Region, Order of the Arrow.
This service will allow you to create and manage your registration for the upcoming event electronically.

To get started you must have an account with us. If you are a returning user, click the Log In button to begin a new or

manage an existing registration. If you are a new user, click the Sign Up for an Account button so you may begin fo take
advantage of this service.

Sign Up for

2009 Conclave Dates

Event Event Date Early i il Normal i i Late

SR 2-3N Section Conclave April 17-19 Feb 10 March 17 April 7

© 2009 Exfront. All rights reserved.
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Create an Acount

Sign Up for
From the home page, click the button to be directed to the account sign up screen. Complete

the registration form to establish your account. All fields on the form are required.

SR,
3 % Section 2-3 North, Southern Region, OA
g § Conclave Registration System

Registration Home SR 2-3N Website

Create a New Account

Fill in the fields below to create a new SR 2-3N Conclave Registration account

Email Address: [ ] Donthave an Email Address?
Re-enter Email Address l:l
Birthday: Month M Dayu Year M

2

Council

Council

Use up to 20 letters or numbers, or numeric symbols. No spaces.

Use 6-12 lefters or numbers, or numeric symbols. CaSe SeNsiTive. No spaces

® 2009 Exfront. All rights reserved.

Figurel: Account Sign Up Screen

When your account has been successfully created, you will receive an email confirmation notification
and the system shall prompt you to log in to your account.

Qexfront

ok,
Y % section 2-3 North, Southern Region, OA
i '3 Conclave Registration System

Registration Home SR 2-3N Website

Your Account has been Created. Please log in below.

e — e B Lo+ |

Forgot Password

® 2009 Exfront. All rights reserved.

Figure2: Log In Prompt after successful Account Creation
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Logging orto the System

From the home page, click the button to be directed to the log on screen. From that screen,
enter your unique account username and password.

S,
3 % Section 2-3 North, Seuthern Region, OA
Y E Conclave Registration System

O

My Account Home SR 2-3N Website

Welcome Back! Please log in below.

semame: ] passworc | (0

Forgot Password

® 2009 Exfront. All rights reserved.

Figure3: Account Log In Screen

Account Password Management

The OAEVENT registration system supports two native password management tools. The first is a
forgotten password recovery tool, and the other is a password change-on-demand utility.

Password Recoveryool
Ly (KS S@Syid GKIFG @&2dz F2NBSG @ 2dzNJ | OOlkday the
Account Log In Screen (See Figure 3). You will be asked to input the username associated with your

account, and the system will create a temporary password and email it to you, so you may regain access
to your account.

TRy, Fe,
3 kY Section 2-3 North, Southern Region, OA N % Section 2-3 North, South'rn Region, OA
4 i Conclave Registration System % f Conclave Registration System

Registration Home SR 2.3 Website

Registration Home SR 2-3N Website

Your account information has been sent to the e-mail address associated with the Username provided.

Please enter the Username associated with your account below.
1t should arrive in your inbox momentarily.

©2008 Exfrant Allsahi=ressrved

Figure4: Password Recovery Screen Figure5: Password Recovery Success Notification
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Password Change Utility

If you ever want or need to change your password, the password change utility will allow you to do just
GKIFGd 7/t A0l GKS &/ KRAcyoanBDashboaidiSeeFigies). f Ay 1 2y @& 2 dzNJ

SR,
5 % Section 2-3 North, Southern Region, OA
i 5 Conclave Registration System

My Account Home SR 2-3N Website

Please change your password below.

© 2009 Exfront. All rights reserved.

Figure6: Password Change Screen

AccountDashboard

Upon successful login, you will be taken to your account dashboard. This is the primary console available
to all users. Depending on your access permissions, the dashboard may show a variety of options.

However, all users have access to three primary panels, which include: Conclave Registration, Forms,
and Miscellaneous.

P, =
% section 2-3 North, Southern Region, OA

T
i Conclave Registration System

P .“‘ Section 2-3 North, Southern Region, OA
1 W ,E Conclave Registration System

Wy Account Home SR 2.3N Website

My Account Home: SR 2.3 Website

Welcome Back, DEMO USER Welcome Back, DEMO USER

Gonclave Registration Miscellaneous Conclave Registration Miscellaneous

6QISter Now ogout

oaout

© 2008 Exfront. AN rights reserved.

Figure7: Account Dashboard [Standard View]

© 2008 Exfront. All ights reserved.

Figure8: Account Dashboard [Admin View]
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Dashboard Panels

The account dashboard is comprised of numerous panels, which display information or links to
registration system functions. Please refer to the following list of panels and the functions they contain.

Conclave Registration

1 Register Now [Visible if user has not registered]
9 View Registration Status and Summary [Visible if user has registered]

9 Conclave Details

Forms

9 BSA Annual Health and Medical Record

Miscellaneous

1 Logout
9 Change Password

1 Send E-mail to Registrar

Admin Tools [Lodge Admin]

9 Registration Approvals
1 Bulk Registration Entry [Available in version 2.2.5]

f ExportDatatoExcel [ExportRI G F2NJ dza SNDR& O2dzy OAf 6

Admin Tools [Section Admin]

9 Quick Stats

9 Export Data to Excel [Export all data]

Wexfront” Page | 5



Registering for an Event

Registration Form

The OAEVENT system permits only one registration per account. To register for the active event, click

iKS

GwSIAAGSNI b2gé fAY] 2y @82dNJ ! O02dzy i

event registration form.

Qexfront

R,
% Section 2-3 North, Southern Region, OA

i Conclave Registration System

My Account Home SR 2-3N Website

Register for Conclave

Fillin the fields below to begin the Conclave registration process
Personal Information

First Name: ‘ |

LastName. ‘ |

0

Gender Select Gender-

Birthdate: [ lvwumoo

Contact Information

Address: ‘ |

AptiSuite/Floor I |

City [ |

State Select State—— M

Phone [ Trooeoonox

E-mail: ‘

Scouting Information
Council: Longhom

OAMembership:
(Honor)

Select Membarsh\p—M

Attendance and Transportation

Attendance: | Select Attendance——— M

Do you require lodge provided transportation?

Transportation:
P This option is not available for your lodge. M

Conclave Fees

Section Attendance Fee 0
Lodge Fees: 0
Total: 0

‘When you have completed the form, click the button below.

® 2009 Exfront. All rights reserved.

Figure9: Sample Event Registration Form

Please wait until you receive a confirmation message before leaving this site.

5FaKoz2l
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Summary and Confirmation Screen

Upon successful submission of your registration form, you will be taken to the summary and
confirmation screen. As its name suggests, you will be able to review all the details you submitted as

well as see what further steps are required by your council to complete the registration process.

Qexfront

oHOR g,
p % section 23 North, Southern Region, OA
i '3 Conclave Registration System
.ﬂv,mn

My Account Home SR 2-3N Website

Your Registration Has Been Sucessfuly Submitted!

Registration Status: @ Pending Email reaistrar@sr23n.oaevent com to make any changes
Personal Information Address

Name: Demo User 123 Main Street

Birthday: 1900-01-01

Gender: Male Some City, TX 70000

Contact Information Scouting Information

Phone: 987-654-3210 Council: Longhorn

E-mail: registrar@sr23n oaevent.com 0A Honor: Vigil

Event Registration

Attendance: Full
Transportation: None

Conclave Fees Payment Instructions

Attendance: $25 Flease send your payment for the Total Amount to
Lodge Fees: 50 Longhorn Council

Total: $25

Steps to Complete Registration

1. Printthis form

2. Download and print your medical form

3 Send this confirmation, your medical form, and payment to your
council office.

Click Here to Return to your Account

® 2009 Exfront. All rights reserved.

Figurel0O: Registration Summary and Confirmation Screen
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Understanding your Registration Status

Pending

Approved

Canceled

QWexfront”

Upon initial submission of your registration, it will be in pending status. This status is
used as a waiting period to allow your local council to receive any/all necessary
documents to continue processing your registration. Often, these necessary documents
include your medical form, a copy of your registration confirmation, and payment for
the event.

While not a hard-fast rule, the majority of councils will NOT approve your registration
until all requested items have been received and verified.

As long as your registration is in Pending status, you have the ability to cancel your
registration from the Registration Summary Screen. However, the moment your
registration is approved, all cancelations must be made through your council office.

When your Lodge or Council Administrator confirms they have received all required
documents and payment, they will approve your registration. When this happens, you
will be alerted via email that your registration status has been updated.

Once yourregistNI G A2y A& F LIWINRGOSRS @2dz F NB 0
This means, all of your paperwork has been turned in, and you are paid up and settled
with your council.

Should you have the need to cancel your registration once it is in approved status, you
must contact your local council directly. Only a Lodge or Council Administrator can
request a registration be canceled once in approved status.

If for some reason you or your council must cancel your registration, you will be notified
via email that your registration status has changed. Canceled registrations are
considered inactive by the system, and your registration will no longer be monitored or
included in any Conclave estimates.

If you ever believe your registration has been canceled by mistake, notify the event
registrar immediately.

Page | 8
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Admin Tools

The OAEVENT registration system provides several administrative tools and utilities for users with
appropriate access permissions. Within the Admin Tools framework there exists two distinct toolsets.
The first toolset is geared for Lodge or Council administrators. The other toolset is for Section
administrator use.

Lodge Admin Toolset

Lodge Administrators currently have access to two utilities which allow them to control their
participay 1 Q& NBIAAGNI GA2Yy LINRPOS&a [yR RIGIT GKS&S AyO!
utility, bulk data entry, is scheduled to be released with version 2.2.5 of the system.

Registration Approvals

A critical piece of the event registration process is the approval component. Requiring users to obtain
approval from their lodge/council ensures that only those who have paid and are legitimate members
will be accepted.

[ 2R3ISk/ 2dzy OAf ! RYAya OFy I 00Saa GKISLIWNRBRGEE § ONB
Admin Tools panel on their Account Dashboard (See Figure 7).

On the approvals screen, administrators can view pertinent information regarding registrations that are
in pending status. This information will help administrators match physical documentation and payment
information to the online registration record.

When ready, an administrator can approve or cancel any pending registration. To do so, the

administrator must click the appropriate button on the same row as the registration they wish to
LISNF2NY GKS |OGA2y 2y® LT GKS | OGA2Yy A& &adz200Saars
Approved or Canceled, and the user will be notified via email.

For convenience, administrators may quickly email any user by clicking the envelope icon on the
appropriate row.

ARG,
% section 2-3 North, Southern Region, OA

i ; Conclave Registration System

My Account Home SR 2-3N Website
Please approve or cancel all pending registrations on this screen prior to the event. If you wish to e-mail any person below, click the envelope
icon on the right
First Name Last Name Gender  Birthday Transportation Phone Total Action
MICHAEL ~ FAILOR Male 19880726  None 3253706132 §25 B
ISAAC MCDANIEL ~ Male  1987-09-14  None 254-233-9438  $25 |
Demo User Male 19000101  None 987-6543210  §25 P

Click Here to Return to your Account

© 2009 Exfront. All rights reserved.

Figurell: Registration Approvals Screen
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Export Data to Excel

If an administrator ever needs to view all registration data for their lodge/council, the OAEVENT system

YF18&a AdG | 2yS aGSLI LIN2OS&aa G2 2FFt2FRE 2N SELRNI

Lodge/Council Admins can perform the data export by clicking the @ 9 E LJ2 NIi 5 | itik-in thie 2
Admin Tools panel on their Account Dashboard (See Figure 7).

Note: Depending on the amount of data, it may take a few moments to process a data export request.

When the system has generated the Microsoft® Excel® spreadsheet, you will receive a file download
prompt from your internet browser. Always choose to the SAVE option, not OPEN or RUN.

Fi le Dovnload x| Openi ng registration.xIs
Do you want to open or save this file? You have chosen to open
&) registration.xls
Name: istration. xl; g
£ ame: TEgETEen Y which is a: Microsoft Office Excel 97-2003 Worksheet
A Type: Microsoft Office Excel 97-2003 Worksheet from: http:fsr23n.caevent. com

From: sr23n.oaevent.com

What should Firefox do with this file?

o] 5 Cancel
St ] [ — ] I = I ) Openwith | Microsoft Office Excel (default) [v]
(#): Save File ;
e While files from the Intemet can be useful, some files can potentially ! - § !
l@] ham your computer. If you do not trust the source, do not open or D IpiEEiaEiE v T = s
= save this file. What's the risk?
Figurel2: File Download Prompt in Internet Explorer I oK I [ Cancel ]

Figurel3: File DownloadPrompt in Firefox

Once the brief file download completes, you can open the file using Microsoft® Excel®, or another
compatible product.

Note: If you receive any warning messages while attempting to open the file, click YES and the file will
continue to load normally.

registration.xls - Mic

Pagelayout  Formulas  Data  Review  View  Developer  AddIns

® _
I AutoSum ﬁ lﬁ

B, lawn — Ju [N = - P a5 B

IR T Shwapea B e S

Past = = ~ A B o = -0 .00 ||| Conditional | Format  Cell || Insert Delete Format Sort & Find &
" # Fomatpainter ||| B £ T (12 &~ &~ )|/ ere & Cener= | Bt o) i 2 Formatting - as Taple = Syles - || - - e || <2 Care  Fter~ selects

& ) G &
AL ~( £ | USERNAME

4 A B Cc D E F G H 1 J K L M N o

1 |USERNAME _ISTATUS FIRSTNAME LASTNAME COUNCIL GENDER BIRTHDATE ADDRESS APT CITY STATE ZIP PHONE EMAIL OAHONOR A
2 demol23 Pending Demo User Longhorn Male 1/1/1900 123 Main Street Some City ™ 70000 987-654-3210 registrar@sr23n.oaevent.com Vigil Ful
Bl

4

5

6
o et 5 8 - e e D e & e Al

Figurel4: Exported Data in Excel
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Bulk Data EntnfWill be available in version 2.2.5]

The bulk entry utility was designed for lodges/councils that have participants that choose not to register
online, but rather using a paper form. While paper registrations are acceptable, the information on
them is kept hidden from the section and other conclave planners. To make this data available, the bulk
entry form permits Lodge/Council administrators to enter the data from the paper form into the online
registration system.

While this approach may seem as if the administrator is merely registering on behalf of some
individuals, the actual process differs from standard registrations. The most noticeable difference is that
all registration data inputted using bulk entry is automatically approved. Further, no email notifications
are sent to the user. The sole purpose of bulk entry is to incorporate the registration data from paper
forms into the general registration data population.

Section Admin Toolset

Section Administrators currently have access to two utilities which provide real-time visibility into the
registration process. These utilities include: event registration statistics and data export.

Quick Stats

Quick Stats enable Section administrators to get a real-time picture into the conclave registration
process. This statistics-rich screen provides data on the number of people registered and their current
status, as well as a council breakdown. If your section utilizes other OAEVENT modules, such as Trading
Post Pre-Orders, that information is also available on this screen.

=R,

¥ % Section 2-3 North, Southern Region, OA
i 'E Conclave Registration System
R
My Account Home SR 2-3N Website
Conclave Registration Quick Statistics Report X B
People Data - Overall
Approved Pending Canceled Total Registered Gross
0 3 0 3 $
People Data - Council Breakdown
‘Council Approved Pending ‘Council Approved Pending
Caddo Area 0 o Morthwest Texas o 0
Circle Ten 0 Morwela 0
East Texas 0 0 South Plains 0 0
Golden Spread 0 0 Texas Trails 0 0
Longhorn 0 3 Guest/Other 0 0
NeTseO Trails 0 0
Click Here to Return to your Account

© 2009 Exfront. All rights reserved.

Figurel5: Quick Statistics Report Screen
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Export Data to Excel

If an administrator ever needs to view all registration data for the entire section, the OAEVENT system
supports that functionality natively.

{ SOGA2Y ! RYAya Oly LISNF2NY G(KS RFEGF SELRNI
Tools panel on their Account Dashboard (See Figure 7).

Note: Due to the large amounts of data, it may take a few moments to process a data export request.

When the system has generated the Microsoft® Excel® spreadsheet, you will receive a file download
prompt from your internet browser. Always choose to the SAVE option, not OPEN or RUN.

Fi le Dovnload x| Openi ng registration.xIs
Do you want to open or save this file? You have chosen to open
&) registration.xls
Name: istration. xl; g
£ ame: TEgETEen Y which is a: Microsoft Office Excel 97-2003 Worksheet
A Type: Microsoft Office Excel 97-2003 Worksheet from: http:fsr23n.caevent. com

From: sr23n.oaevent.com

What should Firefox do with this file?

o] 5 Cancel
St ] [ — ] I = I ) Openwith | Microsoft Office Excel (default) [v]
(#): Save File ;
e While files from the Intemet can be useful, some files can potentially ! - § !
l@] ham your computer. If you do not trust the source, do not open or D IpiEEiaEiE v T = s
= save this file. What's the risk?
Figurel6: File Download Prompt in Internet Explorer I oK I [ Cancel ]

Figurel?: File Download Prompt in Firefox

Once the brief file download completes, you can open the file using Microsoft® Excel®, or another
compatible product.

Note: If you receive any warning messages while attempting to open the file, click YES and the file will
continue to load normally.

registration.xls - Mic

Pagelayout  Formulas  Data  Review  View  Developer  AddIns

® _
I AutoSum ﬁ lﬁ

B, lawn — Ju [N = - P a5 B

IR T Shwapea B e S

Past = = ~ A B o = -0 .00 ||| Conditional | Format  Cell || Insert Delete Format Sort & Find &
" # Fomatpainter ||| B £ T (12 &~ &~ )|/ ere & Cener= | Bt o) i 2 Formatting - as Taple = Syles - || - - e || <2 Care  Fter~ selects

& ) G &
AL ~( £ | USERNAME

4 A B Cc D E F G H 1 J K L M N o

1 |USERNAME _ISTATUS FIRSTNAME LASTNAME COUNCIL GENDER BIRTHDATE ADDRESS APT CITY STATE ZIP PHONE EMAIL OAHONOR A
2 demol23 Pending Demo User Longhorn Male 1/1/1900 123 Main Street Some City ™ 70000 987-654-3210 registrar@sr23n.oaevent.com Vigil Ful
Bl

4

5

6
o et 5 8 - e e D e & e Al

Figurel8: Exported Data in Excel
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