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1. Introduction

This user manual is designed to guide you through using the Event Management  MashApp solution to
record personal contact  information of employees and other relations such as customers, suppliers etc

of your organization. This MashApp was built using Composer , a Ma shApp tool from Cordys Process
Factory (CPF).

Usually, when you have a manual event management system , the bottl enecks are many. For example ,
the long tedious procedures are time -consuming and taxing, which makes it difficult to manage.
Moreover, it is difficult to maintain and locate the contacts

To avoid such bottlenecks , we are providing the Event Management  MashApp, which will help you:
e Maintain paperless records

e Organize an event smoothly and effectively

e Maintain complete control over the event

To use the Event Management MashApp, you need to first set up organization data such as
application users, roles , and groups andthensetup MashApp Master Data  such as contacts , activities
and volunteer details , and activities per template.

After setting up the required data, you can use the MashApp to manage events . You can create new
events , request to be a volunteer and approve them . You can also organize an event. You can manage
contact registrations. You can also monitor data through forms, charts, and reports.

* Approve and

Verify Event

Create Event

Event Management
w MashApp
& User Manual
. Request to be

Organize Event a Volunteer

Process Volunteer
Request
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2. Settingup Organization Data

Now, you need to set up organization data such as roles, groups, appli cation users, and application
privileges.
Note : You can set up organization data only if you have either Event Management Admin or Event
Management Administrator privilege.

2.1 Creating Application Users

Now, y ou need to create application users to enable users in your organization to access the Event
Management  MashApp . You also need to assign users the appropriate privilege to restrict their access
within the MashApp. Do the following to set up application users.

1. Click Setup A User Management . The User Management page appears.

2. Click Goto for Application Users . The Application Users page appears, displaying a list of
existing applicatio n users .

3. Create an application user . Do the following.
a. Click Add and select Add New User to the Application

b. Inthe Userld field, type the unique id of the user in the form of a valid email address. For
example, Al miller @ adi ant p o wessris.papalated in thd h iLagin kel m andl|
Email fields respectively.

The credentials required to access the Event Management  MashApp will be sent to the
user via email.

Note : You cannot modify the Login Id

c. Provide the required details of the application user such as Name and Contact Details

d. Assign a privilege to the user to access the Event Management  MashApp . Click [ for
Privilege Nam e. The Application Privileges dialog box appears.

e. Select one of the following privileges to assign to the user according to their role in the

organization

e Even t Management Admin : This privilege enables users to create application users as
well as maintain the Master Data  that needs to be set up for the functioning of the

MashApp. For example,  Contacts , Activities and Volunteer Details , and Activities per
Templat e.
e Event Management Administrator : This privilege enables users to perform all the

functions ofan  Admin . In addition to this, the user can also customize the application
through the  Modify Application tab.

e  Event Organizer : This privilege enables users ~ to create new events and organize
them.

e Organizing Members . This privilege enables the external usersto create contact
profiles.

Click OK. The privilege is assigned. The description of the privilege appears in the
Description field .
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| welcome Erain Petersonl G Profile [T Layout | [Log o
mEvent Management ©change Applicati _
Help [IP Support ; --Gearch-- E Advanc
"' My Page | | Organizer Activities | ‘ Event Management | ‘ Charts | | Reports | | Master Data | [ Setup W | | 1ot |' |
User Management  Announcements  Personalization  Weblinks  General Settings  Upload Activity  URL Generator | Document Template  External Application {Personal Access)  Process Status @laiz

Setup = User Management = Application Users

[ Application Users
‘\“ The users subscribed to this application are lisked here. This screen is used For user mainkenance. Users are assigned a privilege ko use the application,

Setup = User Management = Application Users > User Details

e el 5 & Add New Users to the Application

=

Add Existing User to the Applic

The users subscribed to this application are lisked here. This screen is used for user maintenance. Users are assigned a privilege ko use the application.

Oadd - | €] Back to List

User Id* | jasongresn@lucentpower, com |

Mame* | Jason Green |

Login Id:*  jasongreen@lucentpower.com

Contact Details

Emai* | jasongreen@lucentpower com | ity | |
Comparty Name | | Counkry | -

Address Phone() | |

Phane(R) | |

Website | |

Privilege Details

Privilege Mame™ | Event Management Admin |

Description |Event Management Admin

*Required

Save | | Cancel

f. Click Save .

An app lication user is created and the required privilege is assigned to the user. As soon as the user is
added, he or she receives an email with the Loginld and Password requiredtologo n to the Even't
Management  MashApp.

This application user is also an organ ization user. So, you can grant access to this user to other
applications in the organization through the Setup tab for those applications using the Add Existing
User to the Application option.

You have created an application user  successfully.

2.2 Creatin g Roles

Roles define the responsibilities assigned to a user. You need to create four roles:
e Admin
e Advisor

e Finance Manager

e Vice President

First, you need to create the Admin role. Do the following.
1. Click Setup A User Management . The User Management page a ppears.

2. Click Goto for Roles . The Roles page appears.
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Create the Admin role. Do the following.
a. Click New .Inthe Role field, t y/Admind .
b. Inthe Description field, t y/Admind .

Setup = User Management > Roles

« ‘ Roles

b
&) 9‘ This is a repository of all the rales defined in an arganization. For example, Manager, Directar, etc,
=

[ Refresh g o
-

Role Description
Role*: Admin
[~ Admin Admin
Description™® | admin ‘
* Reguired i| Save and Add Another il Save || Reset |
c. Click Save and Add Another . The Admin role is created and the values are cleared for
another role.
4. Similarly, ¢ reate the following roles:
e Advisor
e Finance Manager
e Vice President
You have created the roles successfully.
2.3 Creating Groups
Groups enable you to group users in your organization as well as assign responsibilities  to u sers in the
form of roles. You need to create four groups and assign appropriate responsibilities to users in these
groups:
e Administration
e Finance
e Legal
e Management
First, you need to create the Administration group and then assign the Admin role to a user inthe
group. Do the following.
1. Click Setup A User Management . The User Management page appears.
2. Click Goto for Groups .The Groups page appears.
3. Create the Administration group. Do the following.

a. Click New .Inthe Group Name field, t y/Adminigtration 0 .
b. Inthe Description field, t y/Adminigiration 0 .
c. Clickthe Responsibilities tab to assign responsibilities to users.

d. Click New to assign the responsibility of a n Admin to auser. The New Responsibility
dialog box appears.

Do the following.
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i) Click d for User, select the user to whom you want to assign the Admin

role, and click
OK.

i) Click d for Role ,selectthe Admin role and click OK.
e. Click OK. The responsibility ofa n Admin

Setup = User Management = Groups

is assigned to the user.

Groups

ek Organizations can be split inka warious groups and the organizational structure can be maintained. Users belonging ko the groups can be captured. Group responsibilities can be assigned to
“‘ different users For warious roles and functions.

[ Refresh &% Group Hierarchy ]
I (EGD (T (ES LT Group Mame*:  Administration
™ Administration Administration o
Description™ | Administration
[~ Leoal Legal
™ Finance Finance
Members | Responsibilities
[~ Management Management
O e [+ Refrash
[ User Role Function
[~ "Paul Carter Admin
* Required || Save | | Reset
f. Click Save .

4. Similarly, create the remaining groups a nd assign appropriate responsibilities to users in those
groups.

a. Createthe Finance group and assignthe  responsibility of Finance Manager to auserin
the group.

b. Create the Legal group and assigntheres ponsibility of Advisor to a user in the group.

c. Createthe Management  group and assign the responsibility of Vice President to a userin
the group.
You have successfully created groups and assigned responsibilities to users in the groups
3. Setting up Master Data
After setting up the required application u sers, you need to set up the Master Data  that is required for
the functioning of the Event Management  MashApp .
Note : You can setup Master Data  only if you are assigned the Event Management Admin or Event
Management Administrator privilege .

3.1 Contacts

use this application . Do the following.
1. Click the Master Data tab.

2. Click View for Contacts .The Contac ts form appears.

3. Onthe Personal Details tab, do the following.
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a. Click '@ for User ID if the contact is an application user, select the organization user you
want to add, and click OK. The FirstName , LastName , Display Name ,and Email fields
are populated a utomatically. If you are not an application user, provide the details, such as
First Name , Middle Name , Last Name |, etc.

b. Click Lo for Date of Birth , Select the date of birth of the contact.

c. Inthe Salutation drop -down list, select one of the following:

o Mr.
e Mrs.
e Ms.
d. Inthe Marital Status drop -down list, select one of the following:
e Single
e Married
e. Inthe Specification drop -down list, select one of the following:
e Management Team
e Operational Team
e Marketing Team
e Finance Team
e Sponsors
e Others
f. Inthe Contact section, do the following.
i) Inthe Address field, provide the address of the contact.
i) Provide other details, such as City , State , Country , etc.
|Save | | Mevne | I Save & Close ” | Close | |Form Parametersl
FPersonal Details || Professional Details
Provide User 10 and Mame only if the user has CPF account For the current organization
User ID | edwardcolIins@lucentpower.ccim Salutation . v
Firsk Mame* |Edward | middle Mame |
Last Mame | Collins | Initial I:I
Display Mame |Edward(:0||ins | [Drake of Birth ““’0“
Specification |Management Team - Marital Skatus ID
Contact Details
Address Street Mo 5, City Armsterdam
Avenue Road,
Arnskerdarn, Skate | Amsterdam |
Metherlands
Country [retherlands | ZIP Code [a07845847 |
Telephane 943759347 | Mabile 93048574598 |
Fax | 0934759547 | Ernail | edwardcolins@lucentpower , com |
4. Onthe Professional Details tab, do the following.
CORDYS
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a. Inthe Company/Business field, provide the organization for which t he contact is working
or the kind of business that he or she owns.

b. Provide other details, such as Activity Description , Category , Number of Employees ,
etc.

5. Click Save & Close

You have added a contact successfully.

3.2 Activities and Volunteer Details
You ne ed to add the activities . Do the following.
1. Clickthe Master Data tab.
2. Click View for Activities and Volunteer Details
3. Inthe Activities section, do the following.
a. Click New to add new activity detalils.
b. Inthe Activity Name field, provide the name of the activity.
c. Inthe Description field, provide a short description about the activity.

d. Inthe Duties field, provide the duties which are involved in the activity.

4. Click Save .
5. Inthe Activity in Charge , do the following.
a. Click ™ for Member ID , select the membe rwho is in charge of the activity, and click OK.

The remaining fields are populated automatically.

oo ] e

Activities Mlsctivies = [ - | | [EY[E
| Refrash
- Activity Names* Description Duties
[~ Food Arranoements Arranging food for the guests
[~ Marketing Activity Completing the marketing activities for the evert
[~ Travel Arrangement Arranging travel for the members
[~ “enue Arrangement Arranging the venue for the event
Activity in Charge All Activity in Chi wr 4 ¥~ | | " a “Zl
| Refresh
[~ M™ember ID* Name Email ID Mobile Function Status
[~ COoo0o0001 m EdhweardCollins edwardcolins@ucentpower com - 93048574593 Council Member Requested
[~ COoo0o0002 m Mark Rokinson markrobinson@lucentpower com - 93048574597 Council Incharge Reqguested

b. Click Save & Close
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You have added the activities and volunteer details successfully.

3.3 Activities per Template

You need to add templates, which consists o f activities to be undertaken for the event . Do the
following.

1. Clickthe Master Data tab.

2. Click View for Activities per Template

3. Inthe Templates section, do the following.

a. Inthe Template Name field, provide a name for the template.

b. Inthe Description field, provide a short description about the template.
Click Save .

Inthe Activity Name field, provide the activity name.

Inthe Description  field, provide a short description about the activity.

R

Inthe Duty field, provide the duties to be performed for the activity.

|Save| | Save & Close | |Close |

Templates Al Tempistes & | F - | [a |E|
| Refresh
- Template Name* Description
[~ Employes Meet Annual emploves meet to celebrate the achievements of the year.
Activities per Template Al Activities per| s |? M | | || = |E|
| Refresh
[~ Activity* Description Duty
[~ Food Arrangements E Arranging food for the guests Arranging catering services, refreshment, etc.
[~ Travel Arrangement E Arranging travel for the members Flight tickets, cab, and bus facilties
[~ Wenue Arrangement E Arranging the venue for the event Decorstion, publicity, etc.

8. Click Save & Close

You have added activities per template successfully.

4. Creatinga n Event

You can create an event by providing the following:
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e Event Details

e Event Agenda

e Location

e Event Budget

Do the following.

1. Clickthe Event Management tab.

2. Click New for Event . The Events List form appears.

3. Onthe Event Details tab, do the following.

a.

b.

h.

Inthe Event Name field, provide the name of the event.
In the Organized for field, provide the organization for which the event is to be organized.

Inthe Goal of the Event field, provide the objective of the event.
Click [ for Start Date , select the date on which the event is scheduled to begin.

Click [ for End Date , Select the date on which the event is scheduled to end.
Inthe Event Type drop -down list, se lect one of the following.
0 Business Event

o Corporate Event

o Fundraising Event

o Exhibitions

o Entertainment Event

o Festive Event

0 Meetings

0 Seminars

0o Workshops

o Conferences

o Social and Cultural Events

0 Sporting Events

o Product Launch

Inthe Organizing Company field, pro vide the name of the organization which is organizing
the event.
Inthe Organizer Details section, the d etails of the logged in user appears by default.

4. Onthe Event Agenda  tab, do the following.

CORDYS

Click [% for Date , Select the date of the event item .
Inthe Time field, provide the time at which the event item is scheduled.
Inthe Activity field, provide the activity.

Inthe Duration field, provide the duration of the item.
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e. Inthe Activity Type drop -down list, select one of the following:
0 Individual

o Group

f. Click [ for Performer , select the contact who is going to perform for the item, and click
OK.

5. Onthe Location tab, do the following.
a. Inthe Address field, provide the address at which the event is going to take place.

b. Provide the details such as City , State , Country ,and ZIP Code fields respectively. The
Google Map of the location is displayed.
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| Save |

| Save & Cloze | |Close |

Events List

Event Details | Evert Anenda

Ewent [D* | |
Ewent Mame™ |Emplovee Mest | Organized for Fresh Powers
Goal of the Event The objective of this annual employee meet is to celebrate the achievements of the year 2010-2011

Start Date 05/22{2010 04 End Date 05222010 04

Event Type Corporate Organizing Company |

Organizer Details

Organizing Head I0* |edwardcollins@lucentpowers.corn |E Crganizing Head Mame | Edward Collins

Contact Phone Mumber | Q34759874375 | Contact Email 1D+ edwardcolins@lucentpower s, con

Location | Evert Budget | Comments

Address Fifth Street, )
Avenue Road, Spot
Amskerdam,
Metherlands @Fifth Street,Avenue Road,Amsterdam,Netherla _
Satellite
City | Amsterdam
Skate | Amsterdam
Caurkry | Metherlands l
< 1] >
ZIP Code 07347854 — -

6. Onthe EventBudget tab, do the following.

a.

CORDYS

On the

i)
i)

Income Budget tab, do the following.

Click New to add the details of event income budget.

Inthe Income Type drop -dow n list, select one of the following.

(o]

(o]

Admissions
Ads in Program
Exhibitors or Vendors

Sale of ltems
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o Others
iii) Inthe Category field, provide the category for which the income budget is available.
iv) Inthe Amount for Category field, provide the amount required fo r the category.

v) Inthe Estimate Number field, provide the number of persons estimated to attend the
event . The Estimate Amount field is populated automatically.

On the Expense Budget tab, do the following.
i) Click New to add a new expense budget.
i) Inthe Expe nse Type drop -down list, select one of the following.
o General
o Decorations
o Publicity
o Miscellaneous

o Refreshments

o Program
o Prizes
o Others

iii) Inthe Category field, provide the category to which the expense type belongs.

iv) Inthe Estimated Amount field, provide the e  stimated expense amount.
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7. Onthe Comments tab, do the following if you want to add a comment.
a. Click Add Comment

b. Providea Comment Title and provide the text for the comment. You can also click Add
Attachment  to add attachments to the comment, if required

8. Click Write to Spreadsheet , if you write the data in a new spreadsheet. You can also provide
the URL of the spreadsheet in the Spreadsheet URL field to which you want the data to be
written and click Write to Spreadsheet

9. Click Save .
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