Exware Event Reports & Inquiries — Department

After the event is open and registrations begin there are a few reports/inquiries that will need to be
reviewed.

All reports can be downloaded to excel or printed if needed by clicking on either of the icons:

Login to the site:

https://events.fin.queensu.ca/cgi/login.cgi

Click on the “Event Manager” icon:
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At this screen you will see only the events associated with your department

Click on the link of the event you wish to view:

Current Events

This shows your currently aclive events. Click on the event name to manage that event

Calendar Of Events

July 6, 2023 - July 15, 2023 |SOAR [x]
SOAR (Summer Qrientation to Academics and Resources) is a one-
day, on-campus orientation program for incoming first-year students
and their parents and supporters.
July 9, 2023 Family Fishing Day. (=]
Want to learn how to fish? Join us for a day of family fishing fun.
Spend time on the dock, learning from fish biologists about fishing
techniques and the impertance of catch and release. Don't have a
rod__. no problem! Use ene of ours. Fun for the whole family. There
are many prizes to be won. At ELEEC, we only allow catch and
release fishing using barbless hooks and no live bait. Register to
come to Elbow Lake Environmental Education Centre on Sunday,
July 10th from 10 am — 3 pm to take part. You must be registered to
attend.

July 16, 2023 - July 21, 2023|HQRS 846 Intensive Week \ZI
In-person intensive week of study for the HQRS 846 course

July 23, 2023 - July 28, 2023|HQRS 840 Intensive Week \ZI
In-person intensive week of study for the HQRS 840 course

September 28, 2023 Toronto Virtual On-Campus Interview Process September 28th. \ZI
2023
We organize and run a virtual interview process for Toronto
Employers annually.

October 12, 2023 Robotics and Al Symposium 2023 \ZI

Robotics and Al Symposium 2023
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https://events.fin.queensu.ca/cgi/login.cgi

1. Payment Status Report: should be reviewed daily. This will show incomplete registrations. It is
important to clear these out as they will count towards the event registration limit. These are
people who began the registration but did not complete the registration. This can be helpful if
you see there is someone who has made multiple attempts and is maybe having issues that you
may want to reach out to.

Click on the “x” beside each of the registration attempts to clear.

e Paed Regetrart Unpusd Regrants Lnconfemed Regrirants  Expenses

Payment Status Report

1 recordis) found

Trpe | uncorberned (S not complele egairaton) -

Unconfirmed (did not complete registration) registrant

These people count lowied The event Bmil 50 yos must review and delete

i[E (|11 [wns. 2023 (Regiatrant; 0,00 [ med (9 ot compiate regatration) ~]

2. Paid Registrants: will show all registrations that are paid — includes free items & events.

i Fayment

Payment Options  Payment Status Report Purchases Merchandise Faid Regstrants  Unpaid Registrants  Unconfrmed Registrants  Expenses

Paid Registrant Report

242 record(s) faund

7] ) Registrant|Jun 4. 2023  |paid by credi card|5129.95 |078440
= =P Nia [Registrant|Jun 12, 2023 |paid by credi card|590.40 |027409
®) = 3 (IEY Registrant|May 31, 2023 |paid 50,00

= NiA Registrant|May 31, 2023 |paid by credit card|5120.95 (092452
== |s NiA Registrant|Jun 10, 2023 |paid by cradi card|$129.95 [o6G36F

3. Unpaid Registrants: will show all registrations that are still to be paid — if offering to pay at the
door.

Payment

Payment Oplons  Payment Stalus Repori  Purchases Merchandise Paid Regisirants  Unpaid Regisiranis  Unconfimed Registrants  Expenses

Unpaid Registrant Report

4 record(s) found

1 Student Experience Office. Queen's University |Registrant! unpaid-will pay at event
z Student Experience Ofice. Queen's University|Registrant|Jun B, 2023 [unpaid-will pay at event|339 55
= [#]}3 Swdent Experience Office, Oueen's University|Registrant| Jun 8, 2023 |unpaid-will pay at event|339 55
EEN Swdent Experience Office, Queen's University| Registrant | Jun 8, 2023 |unpald-wil pay ai event[339 55
[foraLs 15820 |
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4. Invoice: lists all the registrations by invoice number. This is where you can issue refunds and
adjust registrations if needed. This will process a full refund for the amount charged to the
registrant’s credit card. If a partial refund is required, please email Accounts Receivable.

Invoice

246 record(s) found

paid by credit card

7 0061 paid by credit card
1| [0082 paid by credit card

0063 paid

0064 paid by credit card

0085 paid

(] [$][=) [ %]

2 (3)3) (-] (5) (0] [m)[0085__[pa by crsdtcarg ) ‘
Symbol Option

(@] Edit Invoice

(3] Preview Invoice

(5] Send Invoice

(<] Delete this record

(=] View Notes

(@) Cancel registration

R] Refund

5. Registration Report: shows details of registration.

SOAR Registration Report @

563 record(s) found

T e el = =
stending:
EHEORZ NA None N/A Website N/A N/A
A 0059 |paid by |Guest - $3500  |May 31, Faculty of None MWA INFA IR N/A
credit  |Friday, July 2023 Engineering and
card  |14,2023 Applied Sciences
NVA 0059 |paid by |Guest - 83500  [May 31, Facuity of None M/A NA NA N/A
credit  |Friday, July 2023 Engineering and
| card |14, 2023 _ Applied Sciences
Symbol Option
(@] Edit Invoice
[x] Delete this record
(=] View Notes
(@) Cancel registration
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6. User Reports: there are several reports that will list registration by type.

Custom Reports i Reportt  Summarnies
e summary Registration summary
ent List_Regista hiais_|
SOAR Event Summary Report (created on 20

Type Total
Registrations 246

Paid Revenue $20176.15
Unpaid Revenue $0.00
Expenses |$0.00

Net Revenue |520176.15
HST (ON 13.000%) mlhm|$2339_35

Revenue summary R thon summary

1 et tnt 1 3
SOAR Registration Summary Report (created
e o]

Registration Group

Guest 31T
Registrant 246
[Fes Typas

Guest - Commerce - Friday, July 14, 2023 24

Guest - , July 8, 2023 15

Smith School of Business (Commerce) - Saturday, July 15, 2023
Gues! - Commerce - Saturday_July 15, 2023

Guest - Thursday, July B, 2023

Guest - Sunday, July 92023

Faculty of Arts and Science - Saturday, July B, 2023

Faculty of Engineering and Applied Sciences - Friday, July 14, 2023
Guest - Friday, July 14, 2023

Faculty of Engineering and Appiied Sciences - Saturday, July 15, 2023|
Smith School of Business (Commerce) - Friday, July 14, 2023
Guest - Saturday, July 15, 2023

Faculty of Arts and Science - Sunday, July 9, 2023

Facuity of Health Sciences - Friday, July 14, 2023
Faculty of Arts and Science - Thursday, July B, 2023

School of Mursing - Friday, July 14, 2023

Faculty of Arts and Science - Friday, July 7, 2023

Bader Callege - July 8, 2023

Guest - Friday, July 7, 2023

Payment

Unpaid-will pay at event

Paid

Paad by credit card

Total

Total Registrants.

52;“‘3‘8393&'9&'55&8333

B2

8
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8. Custom Reports: Create custom reports as needed and view/run previously created reports.

(]|

EEEEEE

(4 () (e [ ()
§

New Custom Report

Part 1: Report Info

Name:

L .. 1

Descripiion:

Part 2: Report Columns
Registrant Information

1 Payment Status

) First Name O Last Name
[ Titte O Organization
O Telephone O Fax

O Email O Website

[ Address iine 1 [ Address iine 2
O ciy O Province

O country O Postal Code
O Registration Date _) Event Name
O Notes
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Custom Question

[J Please confirm which Faculty/School/Program your student is attending:
Do you require any dietary accommodations?

If other, please specify:

Do you require any other accommodations?

How did you hear about SOAR?

If other, please specify:

0oo0oooag

Purchase Information

O Registration

Part 3: Filters

Registrant Information

Filter: | |[First name v

Filter: | |[First name v |

Filter: First name v
| | |

Fee Information
Main fee

] Faculty of Arts and Science - Thursday, July 6, 2023

O Guest - Thursday, July 6, 2023

O Faculty of Arts and Science - Friday, July 7, 2023

) Guest - Friday, July 7, 2023

[J Bader College - Saturday, July 8, 2023

O Faculty of Arts and Science - Saturday, July 8, 2023

[ Guest - Saturday, July 8, 2023

[ Faculty of Arts and Science - Sunday, July 9, 2023

[ Guest - Sunday, July 89,2023

[ Faculty of Engineering and Applied Sciences - Friday, July 14, 2023
O Faculty of Health Sciences - Friday, July 14, 2023

[J Guest - Commerce - Friday, July 14, 2023

) Guest - Friday, July 14, 2023

[J School of Nursing - Friday, July 14, 2023

[ Smith School of Business (Commerce) - Friday, July 14, 2023

[J Faculty of Engineering and Applied Sciences - Saturday, July 15, 2023
[J Guest - Commerce - Saturday, July 15, 2023

[) Guest - Saturday, July 15, 2023

) Smith School of Business (Commerce) - Saturday, July 15, 2023

| submit | | ZReset |
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