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/

Event Manager

California Department of Fish and Game
12 October 2015



Event Manager

« Getting logged in and updating my profile
« Getting logged in as an Instructor

* Creating an Event

« Student Registration

« Event Results

« Common Issues




Getting Logged In

 http://preview.reqgister-ed.com

Find Events.
.} Get Registered.

Dscover safety ecucaton events ¥om agences and organzations across the
United States of America,

STe,
A
Need » \Tte Peip?
Fracurty Askac Quentcrn  Coréact Un @yalkomey



Username and password

« 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:

@} alkomey



800 Plesve Verify Your Emad Address - Inbox

Email Verification
Baazslal ou v
€. Please Verify Your Email Address

Verify Your Email Address e o 11 ot e o

v

]

ik

melle, Calkomey Sepport.

vVerification Email Sent
We have sent a verification message to abitar@icalkomey.com. Please check your emal and follow the instructions

Manager. If you stil haven recelved your verfication emall, reguest a new verification message or enter your emal To verify your emsil address, Sust click the Link: fitoiiincevied-sy.cesistec:
shsanansswerdlenall _reses /28R at 1 Ga7ER T eR I 71020005 Lo

Thanmis,
feglster-Id.com

™is e-mail is to Jet you inow that your esall address Ras Been wpdated in Event Manager.

A valid email address is requined, Please update your emadl

83ress using the provided form. New Email Address
Alter providing your email acdress, you will be sent a

verification emall with further instructions.

You will not e adie 10 koG in 10 Event Manager until your email Emad Address
address has been verified.

© 2008- 2015 Kakomay, [nc. AR Rights Resorved & Emas Evert Managesr Suppont

@} alkomey



Instructor Control Panel

Mome Profie Events Locations Erroliments Rewits

Welcome 50 your Instructor Control pandd, Here you Can S8t up your events,
seioct event locations, view and print event rosters, input event results, and
modify your profife. 10057015 Tradtionl Hunber Education L
Chodse 0ne of your UpComing evants of Choose an Rem from the meny ! 2015 Bowhunber EQucation Program ow
below 1o get started. 10v34/2015 Tradtional Munter Education e »
Tradtonal Hunter Education Reo

MY URCOMENG IVENTS

= o & B

Manage My Profie My Event Schedule Prograe Locations My Evert Encoliments

Downioad the instructor guide.

@ Sl Dvent Marager Support

@}alkomey



Creating an Event

@ alkomey




Instructor Control Panel

Mome Profie Events Locations Enroliments Rewuits

Welcome 50 your instructor Control paned, Here you Can St up your events,
seloct event locations, view and print event rosters, input event results, and
macify your profiie. 10057015 Tragiional Hunber Education U
Chotse 0ne of your upComing avents of ChoOse an Rem from the meny ! 2015 Bowhunter Education Program iowe perk
below to get started. 13472015 Tradisonal Hunter Education The rome O
Tradtonal Hunter Education Reo

MY URCOMENG IVENTS

e’} o

Manage My Profie My Event Schedule My Evert Envollments My Evest Resits

Downioad the instructor guide.

@ Erad Dveret Marager Sugpot

@}alkomey



Start with Location and Program

© 2006-2015 Kalkomay, Inc. All Rights Reserved Emall Event Manager Suppont

 List will only include programs assigned to instructor.

@Lalkomey
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Find and .
Locations
Select mimwrime—i

LO C a ti O n P{ Showing AS Locstions - Sefect 8 Search Option
Address

1 ?gm liabie for this program,

1 o if these locations, dick on the "Schedule Event” link.
4 . wsp-=i€NdS Ranch)

Schedule an Event | More Information | Edit

20451 S Laurel Rd

Tracy, CA 95304

Capacity: 40

Schedule an Event || More Information | Edit

12651 Latle Tujunga Cyn Rd

Lake View Terrace, CA 91342

Room: Training center/ dassroom

Capacity: 12

Ploase call the range office 818 §99-2255 ext 2 for cAass schockie/anviabity and sign o

@\alkomey




Add New
Location

Traditional Hunter Education ¢

_t Showing AS Locations - Sefect 8 Search Option m J
Namve ke - " == e
Adoress

City llatie for this program,

1 ZpCode if these locations, dick on the "Schedule Event” link.

wes AddtiORR Fipidy <o

Kb \wspsieNds Ranch)

Schedule an Event | More Information | Edit

20451 S Laurel Rd

Teacy, CA 95304

Capacity: 40

Angeles Ranges

Schedule an Event | More Information | Edit

12651 Little Tujunga Cyn Rd
Lavk View Terrace, CA 91342

Room: Training center/classroom

Capacity: 12

Ploase call the range office B18 699-2255 ext 2 for class scheckie/avakabity and sign up

11

A

« Create Location

@ alkomey




Edit Location

L]
LOCa | Ion T0 008 PArmation 00T 80 exislng OOon, updete The lowiy felds. Pkl Mahod wih a0 ersi (%) e
regurec.

Fields T A

i

Use “About” to - i
provide o e A

M fte B398 Gonn Terws oF Lo Sapw & man o

information ——

about this e

location with .

every event that e e
uses this

location.

@yalkomey



Create an Event Py
To create an event, fil in any missing data for date, time, program and location. Web Regi Capacity defaults to the Yy [ REEEREN
that has been assigned to the selected location. However, if you wish to allow more o fewer onfine registrations for this event, you REEER
may edit the Web Registration Capacty.

<< October 2015 »> Program

CENEETREED e e
t 2 3 Location
4 s 6 7 8 9 10 Appie Vahey Gun Clud

11 12 13 14 15 16 17

18 19 20 21 2 B M i:emca"amy
25 26 27 28 29 3 31

Wait List Capacity
START: 9 $:00 3 AM 3 38

END: oK D
5 00 i/ PM 2 ] Sica

Current Schedule
10/26/2015 - 9:00 AM to 5:00 PM | Remove

Options

1. Select and add Date(s)
+ Thisis a public event,
2. Check capacity - s can e o o o 072015 - OZEZDS.

* Studerts can cancel registrations; 10/7/2015 - 10/25/2015,
« Natifications are disabled.

3. Provide instructions if - Gt Naors e s
necessary, especially
“Special Registration” o) (. Goom Erey

@yalkomey



Options

el (|0
i e |, Eyont Type: Public / Private

o T ol e s s SORS SANORI « Shown on Calendar (Visible Date)
e + Registration Dates

. Snbots con raghte for e eve: 4212015 - 1ANNDLS * Regqular

@ From: 27205 Tor 102015
Do not allow cpen registrason.

« Special Registration
« Cancelation Window

o SROmts i Canosl reQetrations. A272018 < 082018,

gl . Notifications
g . Wait List

o Wakistis enabied.  © How Ooes Wik B wook?
@} alkomey



Wait List

Wait List & Invitation Automation

Handing Walt Lt sign-up, sending out invitations 10 regitter, iracking imvitations, and cpdaing Wist List statun are complately
sAomaled. NO action is regared on your part. Read below 10 learm Bow it works.

[

Wah List Becomes Active

When the last seat is Slod for this event, Wat List sctomatically
becomes active”, and Wat List sign-up is deplayed %0 students on the
rogistraton website

‘Once the War List is active £ stays that way, oven ¥ students cancel
thew regedrations.

Invitations Automatically Semt

vitation emals are asutomaticaly sent 10 Indhaduals on tThe Watt List,
s soats Decome avalable, n the order they signed up, Each metation
= vald only for one registeation for s event

Invitation Expiration
¥ an invitation expires’, or is expicotly cecined by the roopient, a naw
nvitation is actomatically sent 10 the neat person on the Wat List.

‘Each indlation s ondy valld for the respective event and will eapee afer
24 nours.

15

Wak List Statuses

Inviied « An invtation 10 rogster
has boan ser %o the
pornon's omad adcross.

Docloed = The inviation 1o rogister

wen explcitly coclned by
e Derson nvited.

Expired « The invitation 1o regeter

i ot wsed within the
slotiec tme period

@} alkomey
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Instructor Team

Event Enroliments

Below is a st of your scheduled events, including envoliment for each evert, Cick on an evert action to view a roster of currently
registered students. You also may edit or delete events that do not have any students currently registered. However, ¥ students have
aready registerad for an event and you need o edit or delete that event, you must Comact your program’s Administrator,

ID  Action Status Event Information Date and Time Enroliment

63449 View | Ede | Delete Activation Pending Onling Course and Folioer-Up Class 11/16/2015 03:00 PN " ”
Starisiaus County Marvest

63445 View | Bde | Dedete Activation Pending Bowbunter Education Program 10/30/2015 01:00 PN - =)
The Rasge

63443 View | Eok | Dolete  Activation Pending  Tracitional Hunter Education 10/22/2015 08:00 AM — —)
Reod's gen sore & Range

63447 View | EdR | Defete Activalion Pending  Traditional Hunter Education 10/14/2015 09:00 AM < )
The Home Ohaech

63448 View | Ede | Canced  Active Bowhunter Education Program 10/10/2015 09:00 AM c )
Howe peck

EWACA s | EaAn | Naldosa Asthin Tondnioms bl wmtns A rabinun AAMOMINAL NAN DA

@} alkomey



Add
Instructors

Event Roster ;,

63448
Bowhunter Education Program

& Ede This Event | I Unscheduie & Remove

HOwe Dt
Kalkomey Support

Saturday, October 10, 2015 9:00am - $:00pm

Last
Manning
Mannng

Wilkdns

With selected:

Wait List o e

© There ere awrrently no students walting.

Home Profie Svents Locations

Phone

(437)801-7148
(275)779-0689
(782)775-5817

Lrrolimerts

Add Ssudemt

Invite Student

Add or Remove Instnuctors
Upioad or Dedete Fles

Enber Resuitsy

poe

10-28-1982
05-05-2002
08-08-2002

Add a Person to the Wak st

@ Erad Dvere Macager Support

@} alkomey




Manage Instructors

I nStru Ctor You ¢an have more than one instructor per event, but only one primary instructor, Al instructors have the same rights and privieges with regard to the
evert, but the primary instructor Is listed as the contact for the event and listed as the primary instructor on the report sent to the state.

Favorites instes iy o (7))

Current Instructors

~ P/1 Action Instructor Name (Last, First MI) Emall
a Q ; Support, Kalkomey troten@iakomey.com
With Selected [nstructors: | Select Actice $ Go

You now have instructor favorites! Any instructor you frequently assign to events can now be marked as a
favorite instructor. Add or remove as needed using the "Select Action” menus.

My Favorites *

 Imstructor Name (Last, First MI) Email

| Bundesen, Bart #  bartbundesen@widife.ca.gov
. Olague, Shawn o Shawn.olague@vwidife.ca.gov
. Sateurn, Fam C W ro-emadboat-ed com
With Selected Instructors: | Select Acticn $ Go -or- Assign Al Favorites

Available Instructors

Al : ;roqulul Instrucaons - Sekct a Sewrch Om;c\ | Search

AIBICIDIEIFIGIHIIDIKILIMINIOIPIQIRISITIUIVIWIXIY|Z

. Instructor Name (Last, First MI) A Email
AN |ievin erremal@hns.ad rom

@yalkomey



Student Registration

@} alkomey




&~ California Department of Fish & Wildiife

Student bl
You're regsstenng for

Bowhunter Education Program

Registration Bowhuntar Education Pr

LOCATION & SCHEDULE

Meeting on: Located at:
Saturcey, Octoter 10, 2015 2008 - 5000 Howe park
2201 comage way
Sacramecto, CA 5079
Gt drecnons
< 3 i BT L Fao Cormy Ch ¢ $ i
Mg - Sewine 4 3 . - Vaios e :
= ] i
t SIS I=E i
. | H £ 2 I I >
i 0 Comens 8oy E 1 Carvew ow “ 3
s
Y ) ¢ !
- N
‘ L1
E Arden-Arcade ',’
) o e
- A By f At Ay Ao ey .
” . v -
Gorgle e L i i taea 03913 Sooge Tarma of Lue  epan 4 e
DETARS
Requirements Instructed by:
NSIUCIOn Wil DAOVIOR MEQUINEMents Aor INANICUE Courses. Kakomey Support
Cancellation Policies

You st canos your regiatration before Saturday, October 10, 2015, a2 2008

Minimum-Age Policy
AN regiatrants for this ewert must be 11 years of age By Ociober 10, 2015,

ABOUYT THE PROCRAM
Owverview

Compretensive classes or Sowhurters &re avaladie Teough the Intematonal Bow hunter Educston Frogram

These classes 18 Do Bowtunter Education requrements in other Siates. Catformis does not currently have a Bowhurter Education regurenent. Mosse
note Tat s class is separate Fom and does not spply 1o receiving your Humer Sefety Certificate.

i @} alkomey



Manual Registration by Instructor

Event Roster 5« ° ®Suostview A CSY|FOE @ Noomal | Exended
e Add Student
Bowhunter Education Program e
@ Ednt This Bvent | B Unschedule & Remove
AGd o Remmave Instructoes
Location Howe park
rstructoes Kalkomey Support (coimary) Upicad or Delete Fies
Schedule Saturday, October 10, 2015 9:00am - $:00pm Enter Results
. Last First Name MI Suffix City State Zip  Phone o8 Gender HECert#
o Manning Ay Glen Ridge  CA 34944 (437)801-7148 10-28-1982 Female 85202709
o Maaning Flavis 1 Oakvile CA S3299 (275)779-0885  05-09-2002 Female 8202710
Wiliins Guy Q Netcong CA 32362 (782)775-5817 08-08-2002 Maie 8202708
With sefected: ¢ Go

@ alkomey



Event Results

@ alkomey




Event Results

Results P
63448 AdS Sudent
Bowhunter Education Program Add ¢ Resmove Irstructors
Location Mawe park Upicad or Delete Fies

[nstructors Kakomey Support (coman)

Go to Roster
Schedule Saturday, October 10, 2015 9.00am - 5:00pm
Please complete the following information
Event Information Instructor Information Student Results
[ 1ncompiets | ===  1ncompéats |
Edx £t e

@ alkomey



Common Questions

@ alkomey




Can’t find event on calendar

« Could be...
Meotng on Loceted st
* Location L a— S
* Is it correct on the map? e e
« Event Status (not approved) =
: : 4
« Event Detail Settings :
* Check Dates 6= S
==

@} alkomey



’
Results won't  jnstructor Information
“turn green” W|

Kalkomey Support & Dowsload the dally hours pert
Primary [nstructor,

Wednesday, October 7, 2015 Oear form

Prep Hours* 1
Oass + Feld Hours* 7

Travel Hours* 1

+ Add Ancther Date
Missing or bad
value may be for
a different
instructor.

By entering your PIN you cortlfy that the Vormadion you Aave endered & Cormect.

@ alkomey



Can’t edit a location

AGFC East Central Regional Office
Schedule an Event | More Information | Edit

* Once a location has been used on

1201 Highway 49 North

an event, it should never be By e
edited; a new location should be E
created instead. S S N A

2 Natural Resources Drive

* Editing a location also changes all e roo s 7205
Capacity: 50

O EdEE e ERE———

AGFC Monticello Regional Office
Schedule an Event | More Information | Edit

771 Jordan Drive
Monticello, AR 71655
Capacity: 50

@}alkomey



IHome Profile Everts Locations Enroiments  Results

Wait List Progress

® Snocers View & G5V | POF o Normal | Exteried

Wait LlSt (Active) @ How doos wait list work? Add & Person to the Walkt list
Add Student

© Name (Lest, Pt} Phone Email City Status Added On
L Leyman, Suz (999) 9599955  emall@not-gmal.com Mornedl Creoted OLVI01S ot 9:580es
L Smith, Beth (999) 995-995%  email@not-gmal.com Homel Crested O 14/2015 ot G:33am Add or Remove Instructors
L brian 959-995% L.com Porned Crested 0971472015 m 1315

mies, (999) email@not-gmai o 13 15am - -
L Burdick, Courtray (999) 95999599 emai@not-gmad.com albion Created 0S/LVI015 o 17:4%em
1 Rahr, zachary (995) 9599599  emai@not-gmal.com Canisteo Creard OWIVI0LS i B:3 10 Enter Results
L vantreese, beverly (999) 555-9999  emall@noct-gmal.com canisteo Crested Oy 1572015 at 8: 230
L vantreese, Sana (999) 999-9999  emall@not-gmal.com CANSDSO Crested 05/15/2015 at 8:32pm
L tinker, tonia (999) 9999999  email@not-gmail.com almond Created O 12015 at 5:5%pm
L Caldns, Carl (999) 9999995  emaill@not-gmad.com Pavilion Croated DR 1272015 ¢ 0:30am
[ Mead, Jesse (999) 559995  emall@not-gmal.com Hormnell Invited 08122018  12: %50,
With selacted: : Go

* Monitor wait list using the “Invite Student” page.

@} alkomey



Wait List R
Progress

Peopie on the wat kst are automatically invited 10 regiter as seats become avallable and in the order they entered wait
fist. It is NOT necessary or advisable to nvite additional studerts %o register. @ Tl me how wat st works,

The ‘Sent [rwvikations’ tad lets you view the status of your sent invtations.
Since this event is not avallable for registration, only the 'Sent Invitations' tab Is displayed.

Sent Invitations

2. Declined

emall§not-gmail.com

ol.com

emallnot-gmail.com

2015-09-18 16:15:01
2015-09-18 16:15:01
2015-09-18 07:53:1¢

aman@nct-gmal.com 2015-09-19 04:15:01
1 email@nat-gmad.com 2015-09-19 04:15:01
3 " Expl red 2015-09-19 04:15:01

Sent Invitations

Status  Reciplent Date

Declmad emalPact-gmal.com 201509:34 12:5::00
Invite student page o gy o
shows when invitations e oo
were sent and status of o ot s
each invitation. s g sy

Expired emaliPnot-gmal,.com 2015-09-18 02:1%:02
1. Registered S vt

Expired

v

Expired

Expired

emalPnct-gmal.com

Snot-gmail.com

2015-09-19 10:15:01

Rt 10 Roster

@} alkomey





