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Events comprise the largest single line item in most 

corporate marketing budgets - a whopping 21%, on 

average. 

But road shows, corporate conferences and customer 

events are different from any other. 

These are your events. 

Anyone in attendance may be a prospect, an existing 

customer, a partner, a referral or an influencer. 

These people are the very definition of VIP’s - and you 

should treat them as such. 

In this guide, we’ll show you how to optimize these types 

of events for maximum return - on investment, 

relationships and overall engagement. 
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Who is this Guide for? 

If you produce corporate events - either in your offices, at 

restaurants, on-the-road or in conference centers - then 

this guide is for you. 

You want: 

● Simple, easy workflows for attendee registration, 

RSVP’s, guest list management, check-ins, 

attendance tracking and partner/sponsor 

management 

● Cloud-based, portable solutions that you can use on-

the-road 

● Less stress 

Your marketing & sales teams want:  

● Actionable information about prospect and customer 

interests to help accelerate time-to-close on new 

deals.
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The Way it Used to Work 

For most of event planning history, Road Tours, Corporate Events and Conferences 

were run one of three ways: 

1. Not-Yet-Famous-Style: Lean, mean and scrappy, a small team - or even a 

solo planner - jumps from city-to-city with a couple of spreadsheets, some 

“Hello, My name is…” stickers, and a pack of Sharpies. Either you’ve got no 

competition in town or you’re a guerrilla with no budget. You’re a rising rock 

star, but you understand the reality of it: you spend a lot of time in cheap 

hotels, you come home exhausted and immediately get sick because the stress 

is finally off. How can you make your event bigger, better, AND less 

stressful? 

2. Live-Without-a-Net-Style: Hitting multiple cities pays off so you’ve 

created a team. You spend a lot of time printing Avery badges (and still have 

the Sharpies for onsite changes), and spending a lot of time importing and 

exporting lists from any of the following: your CRM system, event registration 

system, email marketing system. Even after the event is done you’re pushing 

around spreadsheets to make sure all the follow up is done. How do you not 

drown in data, badge printing and registration hassles? 

3. Pop-Icon-Style: The show is a hit, and you’ve got “your people”. The 

challenge now is making every show better than the last, and automating 

whatever you can so you’re spending your time making a great event, not 

letting logistics hold you back. How do you create a premium 

experience at your event to look like the market leader you are, but 

not have expenses go through the roof? 

Of course, every event is unique. Unfortunately, this is not always a good thing - it’s 

quite possible to have all of these problems at the same time. 

Let’s fix that. 
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#1 Get a Better Handle on the Data 

All About the People - and Data

Who are the people at your event? How did they end up here? 

Maybe they’re customers, so you pulled a customer list from your CRM system and 

sent an invitation. Maybe they’re prospects, so your sales & marketing team invited 

them. Maybe they’re members of the public, so you promoted this event and pushed 

people to your website to register. 

Why does it matter?

For each group, you know just a little bit less than the others. 

For instance, if it’s a customer event, your goals may include introducing new 

products & services, understanding your customer’s key challenges or just simply 

gauging demand for all the services you currently offer - or should offer. 

If you’ve invited prospects, your goals might be the same, but you probably know less 

about this group and are looking for clues to present your solutions in the best 

possible way. 

If members of the public are invited, your goals may yet 

still be the same, but you know next to nothing about 

these people - so how do you learn about them quickly? 

Your marketing and sales people need actionable 

information - and they need it fast. 

So how do they get it? 

Real-Time Messaging and Data Capture

What if your marketing and sales people could be notified 

when their best prospects arrive? Even better, what if your 

team could follow the activity of those people throughout 

your event, say, from session to session or know when 

they speak with other salespeople?  

Event better than that, what if your marketing and sales 

teams could capture what they’ve learned about a prospect during the event and 

immediately make it ready for your CRM or marketing automation system? 
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Did you invite partners to your event, perhaps as sponsors? Helping them capture 

leads will grow their business - and yours - since your respective companies are 

connected. 

Oh - and don’t forget about the people who didn’t 

show up. What about them?  Shouldn’t someone 

follow-up with them or put them into an automated 

campaign to engage them further...or something?  

Of course, the key to doing this is not The Way We’ve 

Always Done It - with paper check-lists, “stickers-

and-sharpies” and post-event data entry. 

It’s about using new software tools, coupled with 

those you already use, to get the job done. 

#2 Fast and Efficient Registration - with a Greater Purpose 

People, places, interests, activities - all of these create data - and data is what you’re 

after, because data creates insights - and leads. 

Let’s start with your initial list of attendees - the most important part. 

Registration 

How are you capturing RSVP’s or registrations? 

Online event registration software? Pulling a list from your CRM system? A 

spreadsheet? 

Spreadsheets are common, but if you want to streamline your EventOps and reduce 

your level of stress, we recommend using an online registration system. 

At EventHero, we know a thing or two about selecting the best registration system 

for your corporate event. We don’t offer online event registration - we integrate 

with more than a dozen online event registration systems (and we add 

more every month) - so you can choose the best one for your needs. (Of course, you 

can also upload spreadsheets to EventHero from your CRM system or customer 

database.) 
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When selecting an online event registration system for your corporate events, make 

sure it supports: 

● Free and paid registration 

● Custom form questions 

● Public/private registration 

● RSVP’s 

Free and Paid Registration

Each event will have different goals so your method of registration may differ. Some 

events may be free for prospects and customers but sometimes, you may have a 

conference-style event that requires a fee to attend. Make sure you can handle both 

approaches without having to switch systems and change your workflows. 

Custom Form Questions

This allows you to create or enhance a customer or prospect profile. Don’t you want 

to know if someone can “Authorize, Specify or Recommend the purchase of 

[whatever your company sells]?” 

If you can’t capture that during registration, you’re leaving your marketing and sales 

teams without information they could use to qualify a prospect on-the-spot and help 

close a sale. 

Public/Private Registration

Sometimes, your events are open to the public. Sometimes they’re for customers 

only. Still, other times, they’re for pre-approved prospects. 

Having the ability to support these types of scenarios without having to worry about 

whether the “right” or “wrong” people register makes for smoother workflows and 

less stress. 

Which registration system? 

Have questions about which online event registration system to 

select? 

Drop us a line at education@eventhero.io
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RSVP’s

You might be pulling your list from your registration system because your event is 

designed strictly for customers and prospects. But that doesn’t mean you have to 

keep track of RSVP’s by hand. 

Import your guest list into your online registration system and use it to track 

attendee interest by allowing them to respond with simple, “Yes, No or Maybe” 

responses. 

An application like Paperless Post is great for this kind of use case. 

#3 - Painless Check-In For Attendees 

Whenever possible, we know that you want to check-in your guests with personal 

service, like one might experience at a five-star hotel. 

But, what about when that’s not possible? How do you streamline your process so 

that you can quickly check-in your guests and get them into your event? 

First, let’s define the term check-in. 

In the past, to check-in on arrival was meant to confirm that someone was authorized 

to participate in an event, then provide them with the credentials they need to go 

about their visit. 

While that’s still true, check-in now brings with it other functions - almost all of them 

surrounding (you guessed it) data and process improvements. 

When someone checks-in to your event, your software should take note of that 

person’s arrival, the day and time they arrived, any special requests they may have 

and directions to people they are scheduled to meet. 

Sometimes, you might even use that check-in to trigger the printing of a badge. 

Other times, there might not even be a person there to help - kiosks may be used to 

enable self check-in, much like an airport. 

There’s also a huge array of name tag or badge options: pre-printing, on-demand 

printing, everything from stickers up to plastic keepsake backstage passes. 

No matter what method you choose, you should optimize for the queue  - eliminating 

or reducing as much as possible. After all, attendees didn’t come to your event to 

stand in line.  
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#4 - Create a Real Time Event 

What’s happening at your event right now? Do you know? 

More importantly, does your sales team know? 

In the past, you would note who checked-in on a paper list. Your salespeople or execs 

would (hopefully) bump into the customer or prospect, chat about a few things and 

go their separate ways. 

The really good sales people would furiously take notes in between conversations and 

(hopefully) remember to capture those notes in the CRM system with a plan for 

follow-up. 

Those days are gone. You and your team don’t have time for that. 

Instead, help your team (and yourself) keep track of your VIP’s in real-time. 

Alerts

Let’s face it, all attendees are not the same. When a VIP arrives, your key execs and 

sales people should know - immediately. Alerts allow you to be notified of check-ins 

or session attendance of any attendee. No more wandering around scouting rooms to 

see if the person you’re looking for made it to the event; just get a text when they 

arrive. 

When a conversation happens between a VIP and a member of your team, that 

information should be captured - immediately - in a fast, simple smartphone app 

with a scan of the VIP’s name badge. Your team member must be able to easily add 

notes and set follow up, which can then be imported into your CRM system or 

marketing automation system. 

As your VIP’s visit session after session at your educational event, you will know their 

every move, so your team can schedule conversations in-the-moment, when interest 

is high, then assess needs and schedule follow up in real time. 
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EventHero enables real-time engagement with 
prospects and customers, on-site. 

VIP Monitoring & Notifications allows you, your execs and sales 

people to know - when your speakers arrive, when your customers and 

prospects arrive and notifies them immediately via SMS or email. 

Qrious Lead Retrieval is a simple, powerful and reliable tool to 

enable your entire team to capture interactions with customers or 

prospects with a scan of a badge and quick text entry for immediate 

import into your CRM system. This system team based, not priced per 

user. It’s also available as an App, not some scanning dongle or other 

device you have to rent and keep track of.  

Everyone has a phone in their pocket with more technology than it took 

to put a man on the moon. You shouldn’t be renting any devices to give 

you one more thing to worry about. 

!  

Post-Session Messaging lets you reach out to prospects and 

customers when their interest is greatest and direct them to a 

salesperson or account manager on-site, speeding the time to deal close.
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#5 - Close the Loop 

A. You invite attendees to your event 

B. The Event Stuff happens 

C. Then...what?  

If you believe what we believe - that event data is your friend - then now it’s time to 

analyze what happened based on the data you’ve collected. 

If you’re using EventHero, the moment your event is over, you have data that you can 

review, analyze and distribute to your marketing and sales teams. (That’s because 

our systems are real-time, to help you stay on top of everything that’s happening.) 

First, grab the leads from your team’s Exhibitor Control Panel so that they can be 

imported into your CRM or marketing automation system. 

Next, take a look at your Session Tracking data. This can help both you and your 

sales teams, but since we’re looking to help accelerate time-to-close on sales, let’s 

start with them. 

Session Tracking

We apply the same power for communicating with attendees to session tracking. 

Find out which sessions are best attended (or more importantly, which ones 

weren’t). Use alerts to push text messages to attendees so that can complete session 

surveys online  - it’s time to get rid of all those (usually ignored) sheets of paper 

floating around after the session. Drive completion rates from under 40% to over 

80% while eliminating all the paper hassle at the same time. 

Just link to your public Google Calendar and everything is populated automatically. 

Multi-session tracking is also perfect for any continuing education program. 

If your salespeople didn’t set up VIP Monitoring to receive info on their best 

prospects in real-time, they can check on the activity from one of these reports. 

Data can be sorted by prospect name, company or any other data point that you’ve 

captured during registration. This prospect activity data can easily be imported into 

CRM. 
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Now, it’s your turn.  

How can you make your next event even better? 

With the right data, you can answer questions like: 

● What were the peak arrival times? 

● How long did it take to process a check-in on arrival? 

● What was the most popular breakout session? 

● Was there enough time between breakout sessions for prospects to engage 

with my sales people? 

● Which products/services/exhibitors were the most popular? 

● How many people entered the raffle? Was it more or less than last time? 

Should we test different incentives? 

● How many personal interactions did each of my sales and marketing people 

have with prospects? 

● How many new prospects were engaged during this event? How many deals 

were moved forward in the process? How many existing customers look like 

they will renew based on interactions at this event? 

● Were we under-staffed, over-staffed or just right? 

● How can we take this event on the road to other cities and have the same 

effectiveness? 

Even gathering data at the event is not enough, you need to close out the event and 

use this info to improve the next one. You need to be able to follow up with attendees 

and close deals to prove that the event has a positive return on investment. 

After dozens of years helping to produce events, the team at EventHero decided to 

create a better alternative to DIY’ing everything, or paying hundreds of thousands of 

dollars for an enterprise event system. A system that will let you use your favorite 

registration system, generate badges and track activity - the whole cycle - with the 

ability to close the loop.  

Once you’ve connected your registration system, your data flows into EventHero - 

say goodbye to the spreadsheets that used to rule the day. EventHero also closes the 

loop by allowing you to easily download your data for import into any downstream 
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systems, or to integrate as required. It’s not enough to make getting the data in 

seamless, you need to be able to get it out or integrate it forward with the same 

minimal effort. 

What’s Next? 

There’s nothing we love more than talking about events. Contact us at EventHero.io 

for a no hassle discussion about your event and the tools that can get you away from 

logistics, and back to creating a great experience for your attendees. 

http://EventHero.io 
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