How to create a Third Party/Group registration*
https://membership.eacts.org

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

Welcom

Toreg

Create an account

Go to ‘Events’ and
select the correct
event — click on

@) Membership & Conference Management

- I

@ Dashboard @ MyMembership B3 Events [ Artefacts  SL My Profile

Event name Start date End date Country Venue Details/egister
35th EACTS Annual Meeting 1601072021 span CCIB, Barcelona
The Aortic Forum - 2021 161172021 naly Bologra
2021 - Sth EACTS European Mechanical Circulatory SUpport Summit (EUMS) 061172021 Germany Berlin
2021-Fundamentals in Cardiac Surgery - Aortic Valve and Root 160972021 71092021 united Kingdom onvine
2021-Thoracic Surgery - Series 2 0670912021 oar10r2021 Urited Kingdom Onine
EBCTS - 2021 Level | Examination 2810912021 2000912021 United Kingdom ONLINE - REMOTE PROCT..
roduction to Aortic Surgery 2510572021 2610572021 United Kingdom onine
ngenital Heart Disease: Common Arterial Trunk and Complex Transposition of the Grea... 08/06/2021 100672021 United Kingdom onine
2021-Thoracic Surgery - Series 1 1270472021 0740612021 United Kingaom onine

Click on

* Third Party/Group Registration

Click on

+ Add New Group

£ Event - Group Registration - 35th EACTS Annual Meeting (]

+ Add New Group

Complete your
company details for
invoicing and then
click on

Save

& Event - Group Registration - 35th EACTS Annual Meeting ]

ﬂ cancel

Select

Group Details

Group/Company name [

EACTS - Registrations

United Kingdom ~ Onsite contact details

Billing address
Cor nstitute

GB 12345678

E—
EACTS House

Street 2 (optio

a Count
Madeira Walk United Kingdom

ost
514

Windsor 1EU

~/ | agree to the terms

BUYING AND PAYING FOR TICKETS




Open the
Participants tab

Event - Group Registratio Sth EACTS Annual Meeting

Amanda CameronTest

Exis up
EACTS - Registrations

Participants Payments summary  Invoices/ Payment demands Group Details

user ID First name Actions

Last name city

Country Fee

No data to display

User ID First name Last name city Country Fee Actions

No data to display

Click on

th EACTS Annual Meeting

Amanda Cam

- et

Partiipants  Payments  Summary  Invoices/Payment demands  Group Details

User ID First name Actions.

Last name city

Country Fee

No data to display

user ID Actions

No data to display

First name Last name city Country Fee

Select the Fee types
and the quantity
required and then
click on’

Your tickets are
shown as
Unassigned until
you allocate a
person to each
ticket.

Click on to

add a personto a
ticket (more
detailed instruction
is provided further
on)

B Event - Group Registration - 35th EACTS Annual Meeting

EACTS - Registrations

Participants  Payments  Summary  Invoices

User i First name Last name city Country Fee Actions

No data to display

Fee name Deadline ‘Quantity Status Actions
o Hybrid Annual Meeting - EACTS Member standard 2 Paic: 0. Unpaid: 2
© g Annusi Meeting - Non Member standard 2 mouspss: )
©  Hybeid Annusi Meeting - EACTS Trainee/Alled Health Mermber Standard T ]
©  Hybnid Techno College (Thoraci) & Annual Meeting - EACTS Trainee/Alled Health Member standara 2 madounpaz  [EEE




Payments — Select

£ Event - Group Registration - 35th EACTS Annual Meeting ]

a” or one or more EACTS - Registrations Amanda Cameronest- 39102 m Cancel
. Participants  Payments  Summary nvoices / Payment demand: Group Details
items for your il
invoice — select
T 2 3
your payment b
mode, check the
Terms and
H ES VAT
Con d Itl 0 n S a nd th e n User ID First name: Last name Description Quantity Net (€) % © Total (€)
. Hybrid Annual Meeting - EACTS Member = 41322 21.00 86,78 1,000.00
click on
NE.‘XT Hybrid Annual Meeting - EACTS Trainee/Allied Hea. 1 206.61 21.00 4339 250.00
Hybrid Techno College (Thoracic) & Annual Meetin. o 2 I 371.90 21.00 78.40 900.00
Pay i A The VAT number provided seems to be invalid.
Check your details Paricipants  Payments  Summary  Ioices/Paymentdemands  Group Detals
and then click on
i\
1 2} 3
Pay TICKETS ORDER SUMMARY PAYMENT SUMMARY
Billing address
cucrs
User ID First name Last name Payment mode Description Quantity Net(€) % @ Total (€)
Copies of your Participants  Payments  summary  InvokcessPaymentdemands  Group Detals
P a y me nt Payment demand Sum of PDs (€) Payment date Invoice Action
. 00 iEsAvEsPoT 1,00000
Demands/Invoices
can be seen here
Wh t h PariGpants  Payments  Summary  Invoices/ Payment demands  Group Details m_
ere it shows
PAYMENT INITIATED
o— : ;
This means you TICKETS ™ \YMEN
have chosen to pay
by Bank Transfer,
but the payment IS User ID First name Last name Description Quantity Net (€) * (@ Total (€)
Hybrid Annual Meeting - Non Member =3 2 4 818.18 21.00 171.82 1,980.00
not yet received by i A Mecting - EACTS Traineaile, 1 wes 2o am s
the EACTS Finance Hybrid Techno College (Thoracic) & Annual = 1 4 371.50 21.00 78.10 900.00
Hybrid Annual Meeting - EACTS Member 2 iz 2w 8678 100000
Department
A The VAT number provided seems to be invalid
EiCreditCard W Bank Transfer [ 1agree to the terms and candtor Next
|f you have Participants  Payments  Summary  Invoices/Paymentdemands  Group Detalls
previously chosen E—— R v
to pay by Bank BlO  21aesamEs o347 1,000.00
Transfer but now Payment Demand # 21X35AMES-P.0347 Amount €1,000.00
Payment Mode Bank Transfer Amount € 1.000.00

prefer to pay by
credit card you can
do so here (Change
Payment Mode)




ASSIGNING PARTICIPANTS TO TICKETS

Assigning a
participant to a
ticket — Select
the ticket type
and click on

- 35th EACTS Annual Meeting

Fee name Deadtine Craarstity Status Astios
o Sandard 2 Paie L Unge 2
° P —— Sundard 2 rtauese: OB
o iytrid sl Miating - EACTS Trainesiafied Hasith s T Pan Unput 1 /s
@ et Taches Comege (Thoraccy & Asvasal iseing - EACTS TraineaaBed skt Mernber 2 eesouee: O

First — search for
your participant
—if they appear

in the list click on

assign this ticket

Only if your
participant does
not appear
should you click
on the

Add New

Assign Ticket ®

Fee name: Hybrid Annual Meeting - Non Member ( Standard ), Unassigned: 2. Max. quantity applicable per person: 1

Search user

User ID First name Last name Institute Ci[y Cnurm-y Net amount (€) VAT amount (€) Gross amount (€) Quan[i[y Status Actions
204638 Elliott Reeve EACTS Windsor UNITED KINGDOM 818.18 171.82 9%0.00 1
282729 Cindy Reeves G+N MEDICAL Horsham = UNITED KINGDOM 818.18 171.82 990.00 1
290558 Pete Reeves StBarts London UNITED KINGDOM 818.18 171.82 990.00 1

You can book
more than one
ticket for your
participant

user 1D Firstname < Lastname =  City Country Fee name Deadline = Quantity Status Actions
Q 234638 Elliott Reeve Windsor  United Kingdom  Hybrid Annual Meeting - Non Member  Standard 1 Ppaid: 0, Unpaid: 1
o 294638 Elliott Reeve Windsor  United Kingdom TV - Coronary Thurs 12:00 1 Paid: 0. Unpaid: 1

Exchanging a
ticket/registratio
n —click on

Exchange
next to

a ticket — search
and assign as
before

User ID Firstname < Last name city Country Fee name Deadline Quantity Status Actions.
Q 2638 Elliott Reeve Windsor  United Kingdom  Hybrid Annual Nesting - Non Member  Standard 1 Paid:0 Unpad: 1
Q a6 Ellitt Reeve Windsor  United Kingdom TV - Coronary Thurs 12:00 4 Paid:0; Unpaid: 1

If your
participant is no
longer attending
but you don’t
currently have a
replacement you
can keep the
ticket by clicking

Unassign
on

User ID First name Last name city Country Fee name Deadline Quantity Status Actions
[ Elliott Reeve Windsor  United Kingdom  Hybrid Annual Mesting - Non Member | Standard 1 | Paid: 0, Unpaid: 1 [ urassign |
Q 0638 Elliott Reeve Windsor  United Kingdom TV - Coronary Thurs 1200 1 | Paid: 0, Unpaid: 1




EVENT REPORTS / REGISTRATION CONFIRMATIONS / INVITATIONS

Go to ‘Events’ and expand
the menu

g Dashboard @ My Membership| E Events ~ [ Artefacts

£, My Profile

Manage Events

£ Event Reports

Save Cancel

Click on
£ Event Reports

Select the Event and
Select your group

Group name
EACTS - Registrations

Accountid ©  Title Firstname < Lastname :  Companyinstitution  City Cauntry
e Me oot Reeve excrs

Registration type  Registration dealine Actions

Windsor UNITED KINGDOM  Registration Standard

For registration
confirmations - Click on

35th EACT: | Meeting EACTS - Regisiration

Group name Account id

EACTS - Registrations

Tile Firstname :  Lastname:  Companyinstitution ity Country Registration type  Registration deadline

206638 e Ellon Reeve EACTS windsor  LNITED KINGOOM  Registration Standard

For invitation letters -
Click on

& Invitation

@ Event Reports

aSHEACT: EACTS - Reglsuarion:
Group name Accountid < Title Firstname :  Lastname:  Companyinstitution City Country Registration type Registration deadiine Actions
EACTS - Regstrations 243 W Ellon Rewve eAcTs Windsor  UNITEDXINGDOM | Regstration Standard

To download an xls of your
group registration — click
on

@ Event Reports

th EACTS Anpual Mesting

EACTS - Registrati

Groupname
EACTS - Registrations

Accountid = Title Firstname = Last name

Company institution ~ City Country Registration type  Registration deadline Actions
204638 M Ebott [ EACTS

Windsor  UNITED KINGDOM  Registration Standard ry—




