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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). 
 



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: 

 

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. 

 

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: 

 

 

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: 
 

 
 
Clicking the button displays the Administration page: 
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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: 
 

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

 
The page image below shows each of these options. 
 

 
 
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 
email 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 {!RSVP_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 {!RSVP_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. 



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

 

 

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. 
 

 

 

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. 



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

 

 

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. 

 

 

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.  

 

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: 

 

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 “Country” field to 
the Information section as shown below.  

 

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: 

 

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.  

 

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 questions 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: 

 

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.  

 

7. 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: 

 

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. 

 
 

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: 

 

 

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. 

 

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. 
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8. Change the height to 120, as shown below: 

 

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: 

 

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: 

 
 
 

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. 

 
 

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. 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: 

 

 

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. 

 
 

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. 

 

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