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Installing ActevaRSVP in Salesforce

ActevaRSVP runs only in Salesforce Professional, Enterprise or Unlimited edition.
If you have Professional edition, make sure that it has the Campaign option. You also
need administration permission to install ActevaRSVP.

Make sure that you have enough tabs and custom objects to install ActevaRSVP.
ActevaRSVP needs two tabs and includes ten custom objects. The Salesforce User
Guide has a table listing the tab and custom object limits for each Salesforce Edition.
The table, titled Salesforce Editions and Limits, is in the Develop chapter of the
Salesforce User Guide.

You can limit access to ActevaRSVP to certain user profiles. We recommend setting up
the profiles before installing ActevaRSVP, if you want to limit access.

Installing ActevaRSVP is quick and easy:

1. Go to the Appexchange and log in with your Salesforce Administrator credentials.

2. Go to the ActevaRSVP listing on the AppExchange. Click the red Get It Now
button.

3. Read the Terms and Conditions. Click the red Install button if you agree to the
terms.

4. Follow the installation instructions, clicking the red Continue button. Click Next
and choose the security level. You can specify what profiles have access to
ActevaRSVP at this point.

5. Click Next, then click the Install button to start installation.

6. Important: Make sure that you click the Deploy Now button, then the Deploy
button to complete the installation.

You will now see ActevaRSVP as a new choice in your force.com apps drop down list
in the upper right side of Salesforce.

You can use ActevaRSVP once installation is complete. Your Salesforce Administrator
will need to change Contact and Lead page layouts to make RSVP activity lists visible
on those records. See Adding the RSVP Activity Record List to Contact and Lead
Pages below for details about adding RSVP activity lists to Contacts and Leads.

Feel free to contact us at any point before, during or after the installation process.
Or, get started right away by Clicking on the RSVP Manager tab. Simply follow the

instructions in the QuickStart Guide or read the Printable User Guide inside the Help
Center (available at the bottom of the RSVP Manager page).
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Adding the RSVP Activity List to Contact and Lead Pages

ActevaRSVP creates an RSVP activity for a contact or lead when that person is sent an
invitation, opens an invitation, registers for or declines an RSVP event. The RSVP
activity records appear in their own related list, which requires editing the contact and
lead page layouts to add the RSVP Activity related list. The steps below show how to
add the RSVP Activity list to the Contact page:

1. Click the Setup link at the top of a Salesforce page.
2. Find the App Setup section and expand the Customize menu (click the +).
3. Expand the Contacts menu under Customize.

4. Find the Page Layouts link and click it. The page should look like this:

— etup - System Log - Help - Logout TCE.CONT | pct RSVP 3
Acteva[ARmr s

Home | REWP Manager | REVP Events | Reports | Dashboards | Wait List 3

Contact Page Layout

Personal Setup

My Personal Information
Ernail This page allows you to create different page layouts to display Contact data.
Import After creating page layouts, click the Page Layout Assignment button to contral which page layout users see by default.

Desktop Integration

Contact Page Layouts m Page Layo

App Setupl 2 Open Customize menu L Page Layout Name Created By Modified By
ustomize

Edit | Del Contact (Marketineg Layout Richard Cunningharn, 341 682006 2:31 PM Richard Sunningharm, 61192008 2:51 PM
@ Tab Mames and Labels

Haorre Edit | Del Contact (Sales) Layvout Richard Cunningham, 3M 62006 2:31 PM Richard Cunningharm, 61902008 2:51 PM
B Activities Edit | Del Contact (Support) Layout  Richard Cunningham, 31162006 231 PM  Richard Cunningharm, 6/19/2008 2:51 P

Carnpaigns

Edit | Del Contact Layou Richard Sunningham, 31 62006 2:31 P Richard Sunningham, 6192008 2:51 P
Leads 1-.....,__@__

t
@ Accounts
tacts i
%_ Open Contacts menD 5. Edit page layout

Yalidation Rules

Triggers —‘4 Click Page Lavouts link
Page Layouts

Search Layouts
Buttons and Links
Record Types

5. Click the Edit link next to the page layout you want to change.
6. Choose Related Lists from the menu in the upper left corner.

7. Find the Related List labeled “Contact RSVP Activities®. You can roll your mouse
over a label to see the full name of the list.
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8. Drag the “Contact RSVP Activities” list to the Related List Section on the page
layout. Drop the list where you want it to go in the related lists, as shown below.

Sawe Y| Buick Sawve || Preview As... ¥ || Cancel | 4y Undo ||@# Redo | |=| Layout Froperties

Fields i), Quick Find| Felated List Mame | ®

Buttons Activity History Cases Open Activities
Custorm Links Approval History Cortact RSYP At .|| Opportunities
Custom 5-Controls PR HTML Ermdlil Stetus

Related Lists Campaign History Motes & Pttachments

1. Choose Related Lists

= 2 Drag "Contact RSVP Aclivities” )}

i X %

Activity History Log A Call ail Merge | | Send An Email | | Compose Gmail | | Request Update | | View All
Subject Related To k Due Date Assigned To Last Modified Date/Time
Sample Subject  Sample Related v 2009 10:43 AM Sarah Sample 31002009 10:43 AR

T

Contact RSYP Activities L2 kto where you want it in related lists

Contact RSVP Activity Name
Sample Contact REYP Activity Marme

3. Click to change list properties

x
Campaign History Add Campaign
Campaign Name Start Date Type Status Responded Member Status Updated
Sample Campaign Mame 302008 Sample Type  Sample Status v 3N02008 10:43 AM

9. Click the Properties icon on the Contact RSVP Activities related list tab. The
“Related List Properties - Contact RSVP Activities” window will open.
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10. Add “Activity Date and Time”, “RSVP Event Name” and “Activity Participation
Status” to the Selected Fields list. Remove the “Contact RSVP Activity Name”.
Select “Activity Date and Time” in the Sort By selection and check the
Descending box to put the most recent activities at the top. The “Edit Related
List” window should look like this:

Related List Properties - Contact RSYP Activities

Helo @

Selectfields to display an the related list. You can alzso re-order the selected fields.

Available Fields Selected Fields
Activity Description | Activity Date and Time
Contact REWP Activity Mame Add |RSWP Event Mame up

Created By = Activity Participation Status
Created By Alias . .
Created Date T — Dowen
Last Modified By
Last Modified By &lias vy
Sort By | Artivity Date and Time w

() Ascending

@ Descending

Buttons

11. Click OK to save the related list changes. Click the Save button to save the
Contact page layout.

Repeat the steps above for Leads. Expand the Leads menu in step 3, and follow the
same steps for Leads through step 11.
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Introduction to ActevaRSVP Customization

You can customize ActevaRSVP from the Administration page, accessed by clicking
the Administration button in the lower right corner of the RSVP Manager tab:

%, RSVP Manager
Home

Help for this Page [F2)

Set Up and Manage an RSVP Event

1. Create an RSVF Event Venue, or
Choose an existing REVP Event Venue | - Maone -- V| (optional)

—

0y 2. Create an RSVP Event, or
) Choose an existing RSVP Event | -- Mone -- v|

“~ | 3. Preview Registration Webh Page after choosing an RSVP Event

Choose an existing RSVP Event to ...
g 4. Create an invitation list or add Invitees
| 5

. Create an RSVF Email Template, or
Choose an existing RSVP Email Template | - Mone — A

| 6. Send RSVP Group Email to Invitees

7. Take RSVP Event Attendance

Track Registration Information

. Click Administration button to
8. Run a Report to track event participation and answers to RSVP Questions ..
€ paicp start customizing ActevaRSVP

-

About ActevaRSVP E :
Quicks B Helpcenter [M  SubscribeNow |Mll Overview | Administration |

Clicking the button displays the Administration page:

;i'. ActevaRSYP
Administration

ActevaRSYP Customization Options

Choose Color Scheme for Registration and Acknowledgement Pages
Color selection page

Choose a Queue for Leads Generated by ActevaRSYP

ArtevaRSWP creates a lead for each invitee that changes their contact information on the registration form as well as for each
itwited ftiend. The person wha creates the REVP Event owns these leads by default Ifyou want these leads to instead gointo a
queds, please choose that queue below,

— None — v| | Previous |

Choose a Template for Registration Acknowledgement

ActevaRW5P sends an acknowledgement email when a padicipant registers for an event. ¥ou can specify an email template that
wol have created for the acknowledgement message, or choose "--- Mo Acknowledgement ---" to disahle registration
acknowledgement.

hd | talect Template m
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Customization — Changing Colors on Registration Pages

Click the Color selection page link to start customizing the color scheme of your
registration pages. You can customize colors three different ways:

e Choose from six colors on the Color Selection page
e Open a color picker to pick from over 200 colors
e Enter color codes (RGB hexadecimal)

The page image below shows each of these options.

Color Selection Help for this Page [Z

Please choose a color from the list below, or Chosen Color Preview
enter custom colors at the bottom of the list.

Click the "Show" button to preview an entered Date, Time and Location

color. Click the "Done” button to save your
color selection. e S— Company Event When
Choose one February 14, 2008, 4:00 PM
(Ol Registration - February 14, 2008, 6:00 PM
of these six
T ¢ | CET—
O Registration O — D Your Faverite Venue
. 1234 Enterprise Way
B ko cisirsiion Click the Host Company Anytown, US 99999
color wheel
to pick from
Ol Registration
: 200 colors
O Rﬂﬂl’tl’l‘“ﬂn —Or - “You can put a detailed descriptien of your event here, This text
Can appearin your inwitation email as well,
Enter a color | I
@M Registration code (RGB
e
ﬁ
{:} Enter or pick your own colors:
- @ e
— e S B
Color

@4 Click the Show button to see entered color codes

T | |ﬁ|_4 Click the Done button to apply the colors to pages

Choosing or picking a color immediately shows the color scheme in the preview on the
right side of the page. Click the Show button after entering color codes to see them in
the preview. When you are satisfied with the colors, click the Done button to apply the
color changes to your registration pages.
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Customization — Registration Acknowledgement Email

When an invitee registers for an RSVP event, ActevaRSVP sends an email to the
invitee acknowledging their registration. You can customize this acknowledgement
emalil by creating a template for it in ActevaRSVP. The ActevaRSVP Administration
page includes a section where you can choose your custom acknowledgement
template.

All RSVP event registrations send acknowledgement email based on the template
selected on the administration page. Therefore, you should make the acknowledgment
template work with any RSVP event by using merge fields to show specific information
about the event.

Here is an example of a simple acknowledgement template that includes the
participant’s name, as well as the RSVP event name.

Dear {RSVP_Participant_First_Name},
You have registered for {IRSVP_Event_Name}

We look forward to seeing you!

You can use the Mail Merge field in the acknowledgment template to provide
information to the participant only after he or she registers for the event. For example,
an organization uses ActevaRSVP to register people for webinars. The organization
wants to provide the webinar access information only after someone has registered for
the webinar. They put the webinar link and access instructions in the Mail Merge field on
the RSVP Event page. Then they include the Mail Merge field {{IRSVP_Mail_Merge} in
the acknowledgment template on a line by itself. When someone registers for the event,
that person gets an email that tells him or her how to access the webinar.

The acknowledgement email always comes from the owner of the RSVP Event. If you
want to change the RSVP Event owner, you will first need to add the Owner field to the
RSVP Event page layout by following the steps below:

1. Click the Setup link at the top of a Salesforce page.
2. Find the App Setup section and expand the Create menu (click the +).

3. Click Objects under the Create menu. A list of custom objects appears in the
main right pane.
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4. Find the label RSVP Event and click on it. The segment below the Salesforce
tabs should look like this:

Custom Object

D age (2
RSVP Event (Managed) Help for this Page (2
Personal Setup
My Personal Information
Email Below is the information for the custom object. Click Edit to change the custom object.
Import
& Desktop Integration EMMMMEMMMmmmmMMM
A Setu Standard Fields [41 Custom Fields & Relationships [81 Validation Rules [31 Standard Buttoens and Links [71 Custom Buttons and Links [81
PP P Page Lavouts [1] Search Layouts [8] Record Types [0]

Customize —
= Build Custom Object Definition Detail =09

Apps

Of}?’em Singular Label  RSVP Event Object Name  RSVP_Event

Tabs Plural Label RSYP Events Description  An RSVFP event provides online

registration for invitees.

S-Controls Enable Reports v

FETINTIE Track Activities v

Code

. . Track Field History
Email Services
Deployment Status Deployed

Tools
Exchange AFlName RSVP__RSVP_Event c Help Settings  Standard Salesforce Help Window
Integratg Namespace Prefix ~ RSVP
Created By  Elias Terman, 9/4/2007 3:43 PM Modified By  Elias Terman, 9/4/2007 3:48 PM

Administration Setup

5. Scroll down to the Page Layouts list. Click the Edit link next to the Page Layout
named RSVP Event Layout.
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Choose Fields from the menu in the upper left corner. Drag the “Owner” field to the
Information section as shown below.

| Save "'” Quick Save ” Fraview &s.,. * || Cancel |||ﬁ Unda ||ﬂ Redo || Layout Properties

Fields @, Quick Find | Ficld MName E:
Buttons +E]Blank Space Details Invite Friend OK RSVP Evert Name Wit List Reser
Custom Links +H Section Erd Date Time | Last Modified By REVP Mail Merge
Custom S-Controls Carmpaign Ewert Logo Crwmier Start Date Time
Related Lists | Created By Ewernt Time fone Regul=f Capacity Wernue
¢ il | b4
P

RSVP Mail Merge  Sample RSYP Mail Merge

i RSVP Event Actions (Header visible on detail only)

Preview Registration Create RSVP Email Take Attendance
Web Page Template

Add Invitees Send RSVP Group Email Add Attendees To

Campaign

Manage Wait List

 Registration Server (Header visible on detail only) Drag Owner Field to

System Information
Section

> ActevaR SVEFSynchronization

i Click Save button to create or edit Event Det~3s with WYSIWYG Editor
Details  Sample Detail

i System Information
Owner Sample User

Customization — Specifying a Queue for New Leads

ActevaRSVP creates a new lead for each invited friend and any invitee that changes
their contact information in the registration form. The person who creates an RSVP
event owns these leads by default. If you would like those leads to go into a queue
instead, you can specify a queue for the new leads on the ActevaRSVP Administration

page.

You can choose any lead queue from the selection box. Click the “Select Group” button
to make new leads created by ActevaRSVP owned by the selected queue.
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Introduction to Upgrading ActevaRSVP

Acteva will notify you when upgrades to ActevaRSVP become available. Upgrades do
not carry any additional cost, nor do they affect your ActevaRSVP subscription. Start the
upgrade by following the steps in Installing ActevaRSVP in Salesforce above. Step 4
will show a Package Upgrade Details page. Click the red Continue button, then continue
with the installation process to upgrade.

Important Notice for Organizations Using Salesforce Professional Edition

Make sure you perform all of the upgrade steps before using your upgraded
ActevaRSVP. Specifically, make sure you update the page layouts to include new fields
as described in the upgrade steps. If new fields are not in the page layout(s),
ActevaRSVP may not work correctly.

The sections below show you how to upgrade to each new release of ActevaRSVP.
Note that if you are upgrading by more than one version, you should follow the steps for
all versions in between. For example, if you are upgrading from ActevaRSVP 2.0.0 to
2.1.0, then you should follow the steps for upgrading to 2.0.4 and 2.0.5, as well as 2.1.0.

Upgrading to ActevaRSVP Version 2.0.0

ActevaRSVP Version 2.0.0 offers several features, including

RSVP event capacity and wait listing

RSVP activity records for leads and contacts

Ability to send mail on behalf of someone else (name and email address)
Customization of the registration acknowledgement message

You will need to add RSVP Activity lists to contact and lead records when upgrading to
version 2.0.0. See Adding the RSVP Activity List to Contact and Lead Pages.

Important Notice for Organizations Using Salesforce Professional Edition

Make sure you perform all of the upgrade steps before using your upgraded
ActevaRSVP. Specifically, make sure you update the page layouts to include new fields
as described in the upgrade steps. If new fields are not in the page layout(s),
ActevaRSVP may not work correctly.

Adding Wait List content to the RSVP Event Page
1. Click the Setup link at the top of a Salesforce page.
2. Find the App Setup section and expand the Create menu (click the +).

3. Click Objects under the Create menu. A list of custom objects appears in the
main right pane.
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4. Find the label RSVP Event and click on it. The segment below the Salesforce
tabs should look like this:

Custom Object

D age (2
RSVP Event (Managed) Help for this Page (2
Personal Setup
My Personal Information
Email Below is the information for the custom object. Click Edit to change the custom object.
Import
& Desktop Integration EMMMMEMMMmmmmMMM
A Setu Standard Fields [41 Custom Fields & Relationships [81 Validation Rules [31 Standard Buttoens and Links [71 Custom Buttons and Links [81
PP P Page Lavouts [1] Search Layouts [8] Record Types [0]

Customize —
= Build Custom Object Definition Detail =09

Apps

Of}?’em Singular Label  RSVP Event Object Name  RSVP_Event

Tabs Plural Label RSYP Events Description  An RSVFP event provides online

registration for invitees.

S-Controls Enable Reports v

FETINTIE Track Activities v

Code

. . Track Field History
Email Services
Deployment Status Deployed

Tools
Exchange AFlName RSVP__RSVP_Event c Help Settings  Standard Salesforce Help Window
Integratg Namespace Prefix ~ RSVP
Created By  Elias Terman, 9/4/2007 3:43 PM Modified By  Elias Terman, 9/4/2007 3:48 PM

Administration Setup

5. Scroll down to the Page Layouts list. Click the Edit link next to the Page Layout
named RSVP Event Layout.
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6. Choose Fields from the menu in the upper left corner. Drag the “Wait List
Reserve” field to the Information section as shown below. You may also want to
move the “Regular Capacity” field above the “<S> ActevaRSVP Event details
View and Edit” block as shown.

tdini Page Layout bini Consale Yiew | Yideo Tutorial Help for this Page e

RSVP Event Layout ~

| Save "” Quick Sawve || Prewview fs. . ™ ” Cancel |||ﬁ Unidao | & FRedo |||§ Layout Froperties |

Fields—=— 1. Choose Fields J[Fieid larne | %

Buttons *E]Elank Space Detzils Last Madified By Start O=te Time
Custom Links +H Section End Date Time Diwirmer Werue
Custom 3-Controls e Bvers LEgm Regular Capacity Wimit List Reserve

Related Lists

| Created By Imwite Friend OK RSP Ewert MNamme

RSYP Event Sample

Standard Buttons

Custam Buttons
RS¥P Event Detail {

% @ RSVPEvent Sample RSYP Event MName

Hame . - "
Start Date Time 3110!20091(2- Drag "Wait List Reserve j
ST T SRR ¢ field to Information section.

Venue Sample REVE Event enue

Invite Friend € \ove "Regular Capacity”
EventLof field above Details area

Campaign
% @ Regular Capacity Sample RegularCapacity
Wait List Reserve  Sample Wait List Resery

7. Choose Custom Links from the menu in the upper left corner.

8. Find the RSVP Event Custom Link labeled “Manage Wait List”. You can roll your
mouse over a link to see the full name of the link.
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9. Drag the “Manage Wait List” link to the Custom Links section on the page layout
as shown below.

| R 'H Quick Save ” Frewiew As... ¥ ” Cancel || 4 Undo | @ Redo |||§ Layout Froperties

Fields L 1. Choose Custom Links i Link rame x

—

Buttans Mﬂ Blank Space || Manage wait List Take Aftendance

Custom Links Add Attendees To .. Prewiew Registrat.

Cllstiin SCohlitls Add Irvitess Send RSVF Group B 2. Drag "Manage Wait List" link
Related Lists Creste RSVP Email . | Syne Status / Upd... \ | to RSVP Event Actions section

i RSVP Event Actions (Header visible on detail onhy)

Preview Registration Create RSVP Email Add Invitees
Web Page Templatg

Send RSVP Group Email Take Attendanfe Add Attendees To

Campaign

Manage Wait List

10.Click the Save button to save the RSVP Event page layout.

Adding the Country Field to the Participant Page Layout
Required for Professional Edition

1. Click the Setup link at the top of a Salesforce page.
2. Find the App Setup section and expand the Create menu (click the +).

3. Click Objects under the Create menu. A list of custom objects appears in the
main right pane.
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4. Find the label Participant and click on it. The segment below the Salesforce tabs
should look like this:

Custom Object

Participant {Managed}

2] This Custom Object Definition is managed, meaning that you may only edit certain attributes. Display More Information

Standard Fields (4] | Custom Fields & Relstionships 121 | Validation Rules [0 | Standard Buttons snd Links (2] | Custom Buttons and Links (1] |
Page Layouts [2] | Search Layouts [ | Becord Types [0] | Apex Sharing Ressons [0]
Custom Object Definition Detail I
Singular Label  Participant Description A person invited 10 an Acteva RSVP
event.
Plural Label Farticipants Enable Reports ¥
Object Hame  Participant Track Activities v
Hamespace Prefix REWF Track Field History
Installed By  ActevaRSVE Deployment Status ~ Deplayed
APIHame  RSVFP_ Paricipant_c Help Settings  Standard Salesforce Help Wyindow
Created By  Ed Lemire, 7/972007 3:08 Al Modified By  Richard Cunningharm, 79172008 427
P

5. Scroll down to the Page Layouts list. Click the Edit link next to the Page Layout
named Participant Layout.

15 of 31



6. Choose Fields from the menu in the upper left corner. Drag the “Country” field to
the Information section as shown below.
Mini Page Layout hini C

Participant Layout ™ Wideo Tutorial Help for this Page

| Save "” Quick Save ” Freview As... ¥ ” Cancel |||ﬁ Uridao ||ﬂ Redo ||| L=yout Properties |

Fields—={ 1 Choose Fields j:| Field Marne

E:
Buttons ) ] Elank Space Campany First Hame Oswmer FPastal Code
Custom Links +H Section Countg | Last Modified By Farticipant Mumber Source |d
Custom S.-CDHTFEHS Address | Crestgd By | L=a=st Hams Fhone
Related Lists City Ernzil Opt out Phone type
i, 1]
Participant Sample
— Standard Huttons ——— - Custom Buttons
Participant Detail [
2. Drag "Country" field to
Information section.
% FirstHame Sample First Mame % LastHame Sample LastMame
Company Sample Company % Email sarah.sample@company.com
Address  Sample Address Phone  1-415-5955-1212
City Sample City State  Sample State
Postal Code  Sample Postal Code Country  Sample Country
Optout Owner Sample Usar
& Participant Number  GEN-2004-001234 Sourceld Sample Source Id
Phonetype Sample Phone type
Lead / Contact Record

- "

7. Click the Save button to save the Participant page layout.
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Adding the Source Field to the Participation Page Layout
Required for Professional Edition

1. Click the Setup link at the top of a Salesforce page.
2. Find the App Setup section and expand the Create menu (click the +).

3. Click Objects under the Create menu. A list of custom objects appears in the
main right pane.

4. Find the label Participation and click on it. The segment below the Salesforce
tabs should look like this:

Custom Object

Participation (Managed)

|+ This Custom Object Definition is managed, meaning that you may only edit certain attributes. Display More Information

Standard Fields [3] | Custom Fields & Relationships (4] | Yalidation RBules [0] | Standard Buttons and Links [3] | Cwustom Buttons and Links [4] |
Page Layouts 1] | Search Lavouts [4 | Eecord Types [0]
Custom Object Definition Detail 300
Singular Label  Paricipation Description Paricipation cannects a Participant to
an REWF Event. It enahles a Paticipant
to paricipate in more than one event.
Plural Label  Participation Enable Reports ¥
Object Hame  Participation Track Activities
Hamespace Prefix REVP Track Field History
Installed By  ActevaRSvP Deployment Status ~ Deplayed
APIHame  RSVYP_ Participation__c Help Settings  Standard Salesforce Help window
Created By Ed Lemire, 7562007 9:08 AM Modified By  Richard Cunningharm, 1162002008 2:29
P

5. Scroll down to the Page Layouts list. Click the Edit link next to the Page Layout
named Participation Layout.
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6. Choose Fields from the menu in the upper left corner. Drag the “Source” field to
the Information section as shown below.

Participation Layout ™ Mini Pace Layout Mini Console iews | Wideo Tutorial Help for this Page (2

Sawe ¥ Quick Sawe || Preview As.. ™ | Cancel | 4 Undo | @& Redo | |=| Layout Properties

Fields 1 Choose Fields_)l Field Mame E:
Buttons

Custom Links
Custom S-Contrals
Related Lists

*EElank Space Participant

+H Section Participart Hame
Created By REWP Ewert
Last Modified By Source

Participation Sample

Standard Buttags —— - Custom Buttons
Participation Detail

2. Drag "Source" field
to Information section.
ple Status

% @ RSVP Ewent Sample RSYVP Event

% @ Pparticipant Name
Participant
Source  Sample Source

x 9
£ Custom Links (Header visible on detail only)
View Lead / Contact Update from Lead /
Record Contact Record

7. Click the Save button to save the Participation page layout.

Upgrading to ActevaRSVP Version 2.0.4

ActevaRSVP Version 2.0.4 enables you to register an invitee as if you had a copy of
their invitation and clicked the registration link. This is useful when an invitee calls your
organization to register. You can answer RSVP gquestions or change contact information
on behalf of the invitee as well. This creates an RSVP activity record on the invitee’s
contact or lead record. After installing the upgrade to version 2.0.4, your Salesforce
administrator will need to add the new Registration Page link to the participation details
page, as outlined in the steps below.

ActevaRSVP Version 2.0.4 also adds titles to the list of contacts or leads that you invite
to the RSVP event.
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Adding the Title Field to the Participant Page Layout
Required for Professional Edition

1. Click the Setup link at the top of a Salesforce page.
2. Find the App Setup section and expand the Create menu (click the +).

3. Click Objects under the Create menu. A list of custom objects appears in the
main right pane.

4. Find the label Participant and click on it. The segment below the Salesforce tabs
should look like this:

Custom Object

Participant {Managed}

2] This Custom Object Definition is managed, meaning that you may only edit certain attributes. Display More Information

Standard Fields (4] | Custom Fields & Relstionships 121 | Validation Rules [0 | Standard Buttons snd Links (2] | Custom Buttons and Links (1] |
Page Layouts [2] | Search Layouts [ | Becord Types [0] | Apex Sharing Ressons [0]
Custom Object Definition Detail I
Singular Label  Participant Description A person invited 10 an Acteva RSVP
event.
Plural Label Farticipants Enable Reports ¥
Object Hame  Participant Track Activities v
Hamespace Prefix REWF Track Field History
Installed By  ActevaRSVE Deployment Status ~ Deplayed
APlHame  RS5VP__ Participant__¢ Help Settings  Standard Salesforce Help Window
Created By  Ed Lemire, 7/972007 3:08 Al Modified By  Richard Cunningharm, 79172008 427
P

5. Scroll down to the Page Layouts list. Click the Edit link next to the Page Layout
named “Participant Layout”.
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6. Choose Fields from the menu in the upper left corner. Drag the “Title” field to the
Information section as shown below.

Participant Layout ™ tlini Pace: Leyvout blini C =

| Save "” Ouick Save ” Fraview fAs... ¥ ” Cancel |||‘) Undao “0 Redo || Layout Properties

Fields 1 Choose Fields )| Field Marme

Buttons ] Blank Space
Custom Links +H Section

custorn S-Controls Sddress
Related Lists

Wideo Tutarial Heln for this Page

E:

Company First Hames Chwmier Postal Code

Country
| Created By

| Last Madified By || Participart Hurmber || Souree 14

| Last Name
Opt oot

Fhone State

City Ernail | Phone type || Title

= 1| ]

Participant Sample

Stanclard Buttons

o Joetete | cione J Sharing|

Custom Buttons
Participant Detail [

Information section.

% First Hame
Company
Address

City

Postal Code
Opt out

Owner

Lead / Contact Record

Sample First Mame
Sample Company
Sample Address
Sample City
Sample Postal Code
v

Sample Usar

Ez_ Drag "Title" field to

% Last Hame
% Email
Phone

State

Title
Country

Sample Last Mame
sarah.sample@company gom
1-415-555-1212
Sample State
Sample Titl

Sample Country X

Click the Save button to save the Participant page layout.
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Adding the Registration Page Link to the Participation Details Page
1. Click the Setup link at the top of a Salesforce page.
2. Find the App Setup section and expand the Create menu (click the +).

3. Click Objects under the Create menu. A list of custom objects appears in the
main right pane.

4. Find the label Participation and click on it. The segment below the Salesforce
tabs should look like this:

Custom Object

Participation (Managed)

|+ This Custom Object Definition is managed, meaning that you may only edit certain attributes. Display More Information

Standard Fields [3] | Custom Fields & Relationships (4] | Yalidation RBules [0] | Standard Buttons and Links [3] | Cwustom Buttons and Links [4] |
Page Layouts 1] | Search Lavouts [4 | Eecord Types [0]
Custom Object Definition Detail 300
Singular Label  Paricipation Description Paricipation cannects a Participant to
an REWF Event. It enahles a Paticipant
to paricipate in more than one event.
Plural Label  Participation Enable Reports ¥
Object Hame  Participation Track Activities
Hamespace Prefix REVP Track Field History
Installed By  ActevaRSvP Deployment Status ~ Deplayed
APIHame  RSVYP_ Participation__c Help Settings  Standard Salesforce Help window
Created By Ed Lemire, 7562007 9:08 AM Modified By  Richard Cunningharm, 1162002008 2:29
P

5. Scroll down to the Page Layouts list. Click the Edit link next to the Page Layout
named Participation Layout.
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6. Choose Custom Links from the menu in the upper left corner. Drag the
Registration Page link to an empty slot in the Custom Links section, as shown
below.

Participation Layout ™ Mini Page Lavout Mini Console View | Video Tutorial Help for this Page

| Save v“ Quick 5ave ” Preview As... * ” Cancel |||ﬁ Undo | o
Fields

| ||§| Layout Properties

@, quick Find| Custom Link Name %

|+[| Blank Space |

Registration Page
Update from Lead .
Related Li View Lead / Conta..

1. Choose Custom Links

Participation Sample

Standard B

Participation Detail 2. Drag The Registration Page
link to the Custom Links
section

# @ Participant Name

Sample Participant M3
Participant Sample Participant

Status  Zample Status
# @ RSVPEvent Sample RSVP Event

Source  Sample Source

{ Custom Links {Header visible on detail only)
View Lead / Contact

Update from Lead /
Record

Registration Page
Contact Record

7. Click the Save button to save the Participation page layout.
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Upgrading to ActevaRSVP Version 2.0.5

ActevaRSVP Version 2.0.5 introduces consistent viewing and editing of RSVP events
across time zones in Salesforce. RSVP events created in version 2.0.5 will have a time
zone that applies to the start and end times. The RSVP event time zone will show on
the registration page. The template editor now has a merge field for the event’s time
zone as well.

Adding Time Zone to the RSVP Event Page
1. Click the Setup link at the top of a Salesforce page.
2. Find the App Setup section and expand the Create menu (click the +).

3. Click Objects under the Create menu. A list of custom objects appears in the
main right pane.

4. Find the label RSVP Event and click on it. The segment below the Salesforce
tabs should look like this:

Custom Object T P
] age (72
RSVP Event (Managed) S
Personal Setup
My Personal Information
Email Below is the information for the custom object. Click Edit to change the custom object.
Import
Desktop Integration [*] This custom Object Definition is managed, meaning that you may only edit certain attributes. Display More Information
A Setu Standard Fields [41 Custom Fields & Relationships [81 Validation Rules [31 Standard Buttoens and Links [71 Custom Buttons and Links [81
PP P Page Lavouts [1] Search Layouts [8] Record Types [0]
Customize —
= Build Custom Object Definition Detail =09
Apps - ]
Objects Singular Label  RSVYP Event Object Name  RSVP_Event
Tabs Plural Label RSYP Events Description  An RSVFP event provides online
registration for invitees.
S-Controls Enable Reports v
FETINTIE Track Activities v
Code X X
. . Track Field History
Email Services
Tools Deployment Status  Deployed
APIName RSVP__RSVP_Event c Help Settings  Standard Salesforce Help Window
Exchange
Integrate Namespace Prefix ~ RSVP
Created By  Elias Terman, 9/4/2007 3:48 PM Modified By  Elias Terman, 9/4/2007 3:48 PM
Administration Setup

5. Scroll down to the Page Layouts list. Click the Edit link next to the Page Layout
named RSVP Event Layout.
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6. Choose Fields from the menu in the upper left corner. Drag the “Event Time
Zone” field to the Information section as shown below.

RSVP Event Layout ~ Mini Page Lavout Mini Console View | Video Tutorial Help for this Page (2

|||E| Layout Properties. |

| save v/ Quick Save || Preview As.. ¥ || Cancel | |4y Undo | &

Fields—==—""1_Choose Fields )|FieldName E:

Buttons *F1Blank Space Details Inwvite Friend OK
+H Section End Date Time Last Medified By

R5VP Event Name Wait List Re:
RSWP Mail Merge

Custom Links
Custom S-Controls
Related Lists

Campaign Ewvent Logo Ohwrner Start Date Time

| Created By | Ewvent Time fone Regular Capacity Venue

RSVP Event Sample

RSVP Event Detail

% @ RSVPEvent
Name

Start Date Time

End Date Time

Event Time Zone
Venue

Invite Friend OK

Event Logo

Campaign

# @ Regular Capacity

Wait List Reserve

Standard Butten Custom Buttons

Sample RSVP Event Mam

5M8/2009 2:49 FM

2. Drag "Event Time Zong"
field to Information section.

5M18/2009 2:49 PM
Sample Event Time Zone
Sample RSVP Event Venue
v

www.salesforce.com
Sample Campaign
Sample Regular Capacity
Sample Wait List Reserve

7. Continue scrolling down the RSVP Layout until you get to the Registration Server
section. Move the cursor down to the box containing “<S> ActevaRSVP
Synchronization” and click the Properties icon as shown below.

Click to pop up Properties dialog R

«5» ActevaR3SVP Synchronization

% Registration Server (Header visible on detail only}
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8. Change the height to 120, as shown below:

Custom S-Control Properties

Width (in pixels or %): | 100% |

Height (in pixels): | 120 |

Show scrollbars: |:|

Show label: |:|

9. Click OK on the dialog box.

10. Click the Save button in the upper left corner of the page layout page.

Setting a Default RSVP Event Time Zone (Recommended)

You can specify a default time zone for RSVP Events. Each new RSVP Event will have
the default time zone, unless it is changed when created or edited.

If you have just finished changing the RSVP Event Page layout, skip steps 1-4 below.
1. Click the Setup link at the top of a Salesforce page.
2. Find the App Setup section and expand the Create menu (click the +).

3. Click Objects under the Create menu. A list of custom objects appears in the
main right pane.
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4. Find the label RSVP Event and click on it. The segment below the Salesforce
tabs should look like this:

Personal Setup

My Personal Information
Email

Import

Desktop Integration

App Setup
Customize
B Build
Apps
Objects
Tabs
S-Controls
Report Types
Code
Email Services
Tools
Exchange
Integrate

Administration Setup

Custom Object Help for this Page (2
RSVP Event (Managed)

Below is the information for the custom object. Click Edit to change the custom object.

] This Custom Object Definition is managed, meaning that you may only edit certain attributes. Display More Information

Standard Fields [41 Custom Fields & Relationships [81 Validation Rules [31 Standard Buttoens and Links [71 Custom Buttons and Links [81
Page Lavouts [1] Search Layouts [8] Record Types [0]

I
Custom Object Definition Detail =09

Singular Label  RSVP Event Object Name  RSVP_Event

Plural Label RSYP Events Description  An RSVFP event provides online
registration for invitees.

Enable Reports v
Track Activities v
Track Field History
Deployment Status Deployed

APIName RSVP__RSVP_Event c Help Settings  Standard Salesforce Help Window
Namespace Prefix ~ RSVP
Created By  Elias Terman, 9/4/2007 3:43 PM Modified By  Elias Terman, 9/4/2007 3:48 PM

5. Find the Custom Fields & Relationships section of the page, then locate the
field labeled Event Time Zone. Click Event Time Zone.

6. Go to the Picklist values section of the page and locate your time zone on the
list. Click the Edit link to the left of your time zone.

7. Check the box labeled “Make this value the default for the master picklist”.

8. Click the Save button.

Adding Account Field to Contact RSVP Activity
Required for Professional Edition

1. Click the Setup link at the top of a Salesforce page.

2. Find the App Setup section and expand the Create menu (click the +).

3. Click Objects under the Create menu. A list of custom objects appears in the
main right pane.
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4. Find the label Contact RSVP Activity and click on it. The segment below the
Salesforce tabs should look like this:

Custom Object

o s Pros (6
Contact RSVP Activity (Managed) Help for this Page 2

Personal Setup

My Personal Information
EH Email EMMMMEMMMmmmﬂWMM More Information
Import

. Standard Fields [31 Custom Fields & Relationships [8] Validation Rules [0] Standard Buttons and Links [8] Custom Buttons and Links [0]
Desktop Integration Standard Fields [3] [21 | Validation Rules [01 | Standard Buttons and Links [2] | Custom Buttons and Links [0]

Page Layout= [1] Search Lavouts 4] Record Types [01

—
App Setup Custom Object Definition Detail W09
Customize ) - - )
oc Singular Label  Contact RSVP Activity Description  Achvity record created by ActevaRSVP
reate registration server to show changes to
Apps RSVP status and other information
Custom Labels pertaining to an RSVP event.
Objects Plural Label  Contact RSVP Activities Enable Reports ¥
Packages Object Name  Contact_Activity Track Activities
Report Types Hamespace Prefix ~ RSVP Track Field History
Tabs Installed Package  ActevaRSWP [Available in Versions: Deployment Status Deployed
Workflow & Approvals 1.33 - Currenf]
Develop APlName RSVP__ Contact_Activity_ c Help Settings  Custom Help S-control Window
Deploy (ActevaRSVP Contact Activity Help)
View Installed Packages Created By  Richard Cunningham, 5/18/2009 Modified By  Richard Cunningham, 5/18/2009 2:23
Critical Updates ZA Al it

11.Scroll down to the Page Layouts list. Click the Edit link next to the Page Layout
named Contact RSVP Activity Layout.
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12.Choose Fields from the menu in the upper left corner. Drag the “Account” field to
the Information section as shown below.

Contact RSVP Activity Layout ™ Mini Page Lavout Mini Console View | Video Tutorial Help for this Page

|||§| Layout Properties |

| save v| Quick Save | Preview As.. v || Cancel |||h Undo | ¢

Fields 1. Choose Fields 1Fie|c| Mame |

Buttons

*M]Blank Space Activity Description

Custom S-Controls

+HE Section Activity Particip...

Related Lists

Account Contact

Activity Date ¥gd... Contact RSVP Acti...

LONIAC KSVF ACLIVILY >ampile

Created By RSWVP Ewvent Name
Last Modified By
Participation

Prewvicus Particip...

Contact RSVP Activity Detail

& Contact RSVP
Activity Name

% @ Contact
Participation

Activity Date and Time
R3VP Event Name

Previous Participation
Status

Activity Participation
Status

Activity Description
Account

& Created By

GEMN-2004-001234

Sample Contact

Sample Participation
BM7TI2009 9:57 AM

Sample RSVF Event Mame

Sample Previous Participation
Status

Sample Activity Participation
Status

Sample Activity Descripi
Sample Account

Sample User

dard Buttons

Custom Buttons

2. Drag Accountfield to
Information section.

5| Last Modified By Sample User

13.Click the Save button in the upper left corner of the page layout page.
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Upgrading to ActevaRSVP Version 2.1.0

ActevaRSVP Version 2.1.0 enhances the registration page, including an event contact
block. This event contact information comes from a field on the RSVP event page,
which you add to the RSVP event page layout when upgrading from earlier versions.
You can also add the “Mail Merge” field to the RSVP Event page, if you plan to use it.

First, install ActevaRSVP version 2.1.0. See Introduction to Upgrading ActevaRSVP for
details.

Adding Event Contact Field to the RSVP Event Page

1.

2.

Click the Setup link at the top of a Salesforce page.

Find the App Setup section and expand the Create menu (click the +).

Click Objects under the Create menu. A list of custom objects appears in the

main right pane.

Find the label RSVP Event and click on it. The segment below the Salesforce

tabs should look like this:

Custom Object

RSVP Event (Managed)
Personal Setup

My Personal Information
Email

Import

Desktop Integration

Standard Fields [41 Custom Fields & Relationships [81 Validation Rules [31

App Setu
PP P Page Lavouts [1] Search Layouts [8]

Standard Buttoens and Links [71
Record Types [01

Help for this Page (2

Below is the information for the custom object. Click Edit to change the custom object.

] This Custom Object Definition is managed, meaning that you may only edit certain attributes. Display More Information

Custom Buttons and Links [81

Customize

 Build Custom Object Definition Detail =09

Apps

Of};cts Singular Label  RSVYP Event Object Name  RSVP_Event

Tabs Plural Label RSYP Events Description  An RSVFP event provides online

registration for invitees.

S-Controls Enable Reports v

FETELTYIES Track Activities v

Code 5 ]

K X Track Field History
Email Services
Tools Deployment Status  Deployed
APIName RSVP__RSVP_Event c Help Settings  Standard Salesforce Help Window
Exchange - e
erEe lamespace Prefix ~ RSVP
Created By  Elias Terman, 9/4/2007 3:48 PM Modified By  Elias Terman, 9/4/2007 3:48 PM

Administration Setup

5. Scroll down to the Page Layouts list. Click the Edit link next to the Page Layout

named RSVP Event Layout.
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6. Choose Fields from the menu in the upper left corner. Drag the “Event Contact”
field to the Information section as shown below.

Save ¥| Guick Save | Preview As.. ¥ | Cancel ¥ Undo | & || Layout Properties
Fields -cG Choose Fields 'FiEli! Marme | ®
Buttons —
*MBlank Space Details Event Time Zone Regular Capacity Venue
SEIT T +H Section End Date Time Invite Friend OK R3VF Event Hame Wait List Reserve
Custom S-Controls Campaign EwvengContact Last Medified By RSWP Mail Merge
Related Lists Created By EwventfLogo Charner Start Date Time

&> ActevaRSVA|Event Details View and Edit (Scrollbars)

2. Drag "Event Contact” field
to Information section.

Event Contact ample Event Contact
RSVP Mail Merge Sample RSVP Mail Merge

7. Click the Save button in the upper left corner of the page layout page, unless you
plan to add the Mail Merge field as well.

Adding the Event Mail Merge Field to the RSVP Event Page (Optional)

Event organizers typically use the RSVP Event Mail Merge field along with a custom
registration acknowledgment template to send event-specific information only to those
who have registered for the event. See Customization — Registration Acknowledgement
Email for more details about the registration acknowledgment template and example of
how you can use it with the mail merge field.

If you still have the RSVP Event page layout open from adding the Event Contact field,
continue with the steps below. Otherwise, follow steps 1 through 5 above.
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1. Choose Fields from the menu in the upper left corner. Drag the “Mail Merge”
field to the Information section as shown below.

| Save v|| Quick Save || Preview As... ¥ || Cancel |||15 Undo | ¢ I| Layout Properties

Fields —=—"1_Choose Fields | Field Name | &

Buttons

*F1Blank Space Details Ewvent Time Zone Regular Capacity Venue
Customn Links i ; o e

+H Section End Date Time Inwvite Friend OK R3VFP Event Hame Wait List Reserve
Custom S-Controls Campaign Ewent Contact Last Medified By RSWP plail Merge
Related Lists Event Logo Ouiner stargbate Time

&> ActevaRSVP Event Details View and Edit (Scrolliyérs)

2_Drag "RSVP Mail Merge"
field to Information section.

Event Contact  Sal vent Contact
RSVP Mail Merge ample REVP Mail Merge

2. Click the Save button in the upper left corner of the page layout page.
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