EACTS

European Association For Cardio-Thoracic Surgery

How to create a Third Party/Group registration*

*Annual Meeting only - A Group is for 5 or more people, please use Third Party if registering fewer people than this number. The process is the
same.

e Login or create an EACTS User account in YOUR OWN name/company name — not the name of any delegate
you are registering!

e Go to ‘Current Events — register here’ and select the correct event

e  Click on ‘Register new group’ or “‘THIRD PARTY REGISTRATION’ as applicable

e Read and accept the Group Registration Terms and Conditions, click on ‘Next’

e  Enter your Group Name (preferably the company for whom you are registering) and select which country in
which you are based.

e  Fillin your Invoice Address (this will bring information from your profile but can be amended as required) —
Supply your VAT number if applicable — if not the default is n/a

Fee Select Screen:

Either enter the name of the person you wish to register or if you know their EACTS User Id number you can enter this
instead. You only need to enter the last name of the person you wish to register to start the search. Click on the
‘Search’ button

** Annual Meeting only - If you wish to book and pay for ‘Unassigned/Unnamed’ tickets in advance to adding group
member names, please contact the registration department with your requirements. Group member names will have
to be added to the registration system by 30 September 2015.
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A list of applicable people will appear. Select the correct person by clicking on the circle on the left of their row. Then
click on ‘Continue with selected person’ - Or ‘Add new person’ if the person does not appear.
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The fees will then appear. If they have already registered themselves or been registered by another person/group,
this will show as ‘Already registered’ — you should not make a duplicate registration for them. They may have been
registered for all or only part of the meeting. You can make additional registrations for them i.e. they are already
registered for the Annual Meeting — you can register them for the Techno-College.
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To access the Techno-College fees you should click on the small arrow to the left.
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* TOCHNC COLLEGE / POSTGRADUATE COURSES AND COMBINATION TICKITS

|r ou register and pay for the Nurses & PA Postgraduate course OR for either of the Nurgs Combination tickats, on
& October you will only be able to access the Nurses & PA Postgraduate cours
\rm NOT be able to enter any of the other Postgraduate courses held on thes day.
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Tachno-Collage - Resident Congenital Fas (€ 100.00 incl. vat)
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Click on ‘Next’ to finish their registration
You will then return to your Group page where you will see a summary of the tickets you have booked.

Fee Fee shortname Price Balance open paid refunded Unassigned Assigned
Annual Meeting - Reducedincl vat | Annual Meeting - Reduced €170.00 1 1 o o 0 1
Postgraduate Courses - EACTS Postgraduate Courses - EACTS  €3000 1 1 0 0 0 1
Member Cardiac Fee incl. vat Member Cardiac Fee
Total Sum € €
200.00 0.00

When you have registered your group click on ‘Next’ and go to the Payment page.
N.B. —if you are registering as a group and have not yet entered 5 tickets you cannot proceed. This will not appear if
you have chosen Third Party Registration

Choose your method of payment: Bank Transfer or credit card (Visa, Mastercard or American Express)
Once payment is completed your will come to a confirmation page where you may print out your Payment Demand (if
you have chosen Bank Transfer) or your Invoice (Credit card payments)

You can view all your invoices at any time in your Group registration — if you choose to pay by Bank Transfer you can
also return to pay by credit card if you change your mind.
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In your Participant page you can print Invitation letters / Confirmation letters* or exchange a group member for an
new group member if required.

Tickets

Unpaid Tickets Paid Tickets Al Tickats Pearson view o

I First Last City Country Fees Imvoice  Status
Name Hame
LITCPY Kappelein | Rofiesdam | Nefhedands | Annual Meeting - EAGTS Membe(f 120,00) | 270016
Pinter al Q0001
1400 Pamar | Barc Annual Meeting - NonMembes€ 520,00) | 2ZAMIG- |paid | Exchange
incl wal an0az porsan
Crwale imitation
tter
Creste
confirmaton
legr
1607 |Paul  |vanSchil | Edegerm | Belgum  Annual Meeling - EAGTS Member(f 120,00) | 2TAMG. | goid | Exchange
incl wal an0az porsan
Crwale imitation
lutter
Create
confirmaton
legr
249  Ralph Achmid Bern Bwitterand | Annual Mecting - EACTE MemBer€ 120,00} | ZTAMIG paid Exchange
incl wal an0az porsan
Crwale imitation
lutter
Creale
confirmaton
legr

3249 |Ralph  Schmid  Berne Fwiterland | Techno-College - EATTS Member Cardiac
Feeaif 120,00) ind vl

Crvade
confirmaton
lamer

NG (A Kappetein Rofterdam | Metherands Annual Meeling - EACTS MemDer€ 120,00} | ZTAMAIG- |pad Exghange
inel vat parsan

Platar
Coreate irdtation
lutter
Cuals
confitmion

38958 |Ahmed | A Aswan Eqvet Annual Meeting - Non-Member€ 520,00}
Incl. vat

Letters are only available for ‘paid’ group members. This is also available from the Participant list button on the event
home screen

271 EACTS Annual Meeting Group
REQISU’EU on

from 5 to 9 October 2013, Vienna, Austria
EACTS_TEST_UNITED_KINGDOM (1D: 1)
Edit group information
Administer group members
Invoices.
Snuwg[oup summary

Participant list

My Documents
EACTS_TEST_UNITED_KINGDOM
Invoices

Invoice Nr 27AMIG-00001 Hay 28, 2013

Invoice Nr 27AM-1G-00002 May 28, 2013
Payment Demands

Payment Demand Nr 27AM-0G- Pay
00003 May 30, 2013



EACTS

European Association For Cardio-Thoracic Surgery

To add a person to an Unassigned Ticket

Go to the Annual Meeting event page in your account — this is the same process for Groups AND Third Party.

Click on ‘Administer third party members’
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Fee Select

Select by person
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usze phonatic search
User id:
Search
Fea Fee shortname Price Dalance open  pald refunded Unassigned Assigned
Annal Meeting - Non-Member ind | Annual Weeting - Mon €52000 2 2 o o 2 ]
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Unpaid Tickets | Paid Tickets | all Tickets | Porson view 8
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Annual Meeting - Non-Member (€ 520.00) incl. vat Hotyel pald
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Put the last name of your Doctor into the Last Name field and click Search

Addl persen
Firsl Name
LastHarme
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If your Doctor is not in our database click on ‘Add new person’ or select the person you require and click on
‘Continue with selected person’

Add person
FitstHame
LastMame | lastmame

i phonetic search
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Informatica  Tile  First Name Migdie Name LastMame  Goender Membership Type Institution  City  Country

Firstnams Lasmams city |83

Cornug Wil Selecked persen | AGANEW pedsOn

Fill in the required fields if you are entering a new person

New persen
“Titlle | Please select |E|
Academic Degree
Pasition
* First Name @
Middle Name @
*LastMName |lastname [}
Birhdate B = @
*Gender | Please select [=]
* E-Mail @
* Retype E-Mail
* Address Type | Business [=]
* Institution
Department
* treet (1]
Street 2 @
Postal Code
* City
State/Province
“Country | Please select |Z| @
*Phone + ( ) -
Mobile + { ) -
Fax + ( ) -

Click on ‘Next’ to complete the registration.



