
Hope all is well, 
 
This note will be short, but the attachments included in this email are extensive.  The attached material 
is your introduction and first training opportunity for the new Event Management system.   
  
If you are a visual learner all of the attached training material is available in video form here:  
https://kalkomey.wistia.com/medias/1pwz9kgr2n 
 
Please take some time to review and practice in the Event Management preview site.  You are welcome 
to create and edit classes in the preview mode.  http://preview.register-ed.com/  is not seen by the 
public, and is separate from what is currently online. 
 
In addition to the instructor view within the preview site you can also act as a student and register for 
courses.  Student information can be fictional.  The GO ID and Pre-Registration Document # are optional 
in the "preview", but are required on the "live" site.   
 
If you have any questions feel free to contact California Hunter Education Staff. 
 
Thank You. 
 
 

https://kalkomey.wistia.com/medias/1pwz9kgr2n
http://preview.register-ed.com/
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1 



Event	Manager	
•  Getting logged in and updating my profile
•  Getting logged in as an Instructor
•  Creating an Event
•  Student Registration
•  Event Results
•  Common Issues
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Ge,ng	Logged	In	
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•  http://preview.register-ed.com



Username	and	password	
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•  Username Format: -- contact HE Staff -- 
•  Kalkomey will provide a file of all usernames and passwords.

•  Password Format: -- contact HE Staff -- 
•  All lowercase, no spaces or punctuation.

•  Example for Robert Smith, HEI# 3749
•  
• 

Username: 
Password:



Email	Verifica;on	
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Instructor	Control	Panel	
6 



Crea;ng	an	Event	

7 



Instructor	Control	Panel	
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Start	with	Loca;on	and	Program	
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•  List will only include programs assigned to instructor.
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Find	and	
Select	

Loca;on	
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Add	New	
Loca;on	
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Use “About” to 
provide 
information 
about this 
location with 
every event that 
uses this 
location.

Loca;on	
Fields	
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1.  Select and add Date(s)
2.  Check capacity
3.  Provide instructions if 

necessary, especially 
“Special Registration”



Op;ons	
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•  Event Type: Public / Private
•  Shown on Calendar (Visible Date)
•  Registration Dates

•  Regular
•  Special Registration

•  Cancelation Window
•  Notifications
•  Wait List
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Wait	List	



Instructor	Team	
16 



17 

Add	
Instructors	
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Instructor	
Favorites	



Student	Registra;on	
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Student	
Registra;on	



Manual	Registra;on	by	Instructor	
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Event	Results	
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Event	Results	
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Common	Ques;ons	
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Can’t	find	event	on	calendar	
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•  Could be…
•  Location

•  Is it correct on the map?
•  Event Status (not approved)
•  Event Detail Settings

•  Check Dates
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Missing or bad 
value may be for 
a different 
instructor.

Results	won’t	
“turn	green”	



Can’t	edit	a	loca;on	
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•  Once a location has been used on 
an event, it should never be 
edited; a new location should be 
created instead.

•  Editing a location also changes all 
past events.



Wait	List	Progress	
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•  Monitor wait list using the “Invite Student” page.



29 

Invite student page 
shows when invitations 
were sent and status of 
each invitation.
1.  Registered
2.  Declined
3.  Expired

Wait	List	
Progress	




