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Logging In
- Go to the following URL on your web browser
*Recommended browser Google Chrome, version 41 or higher or Firefox, 31 or higher

- URL: https://auth.socialtables.com/login

- Login Details:
Email: use your office email address
Password: the password used when you first logged in
*If you do not have your login details, please inform your property’s Customer Success
Manager or administrator so that an email invitation to Social Tables can be sent to you.
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- Once logged in, you will see the Event Dashboard
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Resetting Password
- Please visit https://www.socialtables.com/login
- Select the Forgot Password button located on the bottom right

- Enter your email and within a few minutes you will receive an email with information
on how to reset your password. (If you have not received the email within 5 minutes
please check your SPAM/JUNK folder)
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- If you would like to reset your password, click on the button that has your name
(located in the top-right corner of the page). A drop down will appear:

- Verify your email address and click on Reset Password. From there you will be
redirected to a new page where you can change your password.
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Event Dashboard Overview
Your Event Dashboard is the Hub for all of your events!
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Let's break the Event Dashboard down to see what you can do and see here:

1. Click "New Event" to create a new event under your name.
2. You can type in the event name in the Search field to locate the event.
3. Here you can click in each of these fields to reveal a drop down list of Owners,
Categories, and Locations. The Event Dashboard will default with your name as the
Owner, to view events from all of your team members, there is an "All Owners"
option from this drop-down menu
4. The Dashboard will automatically show all future events from the current date. To
view previous events, click on the "x" next to "Today", or select a specific date range
from the drop-down.
5. To sort by Name, Date, Category, Location, and Owner click directly on the column
header

Event icon options, from left to right:
• Show Check-in stats - this will be available if check-in has been performed in an event
• Delete - this will delete the event entirely from your team, once this is clicked the event
cannot be brought back
• Clone - this will create an exact copy of the existing event
• View in 3D - this will open the event directly in 3D in a new tab
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Creating a New Event
You can create a new event from your Event Dashboard or your Venues page (Only
Owners and Admins can create events from the Venues Page).

From your Event Dashboard:

- Click on the green New Event Button
- This will open the new event and the Event Information page will appear where you
can enter the event name, event type, date, time, default chair type, if you would like
the guest list enabled and if you would use metric units. Once this information is
added, click
"Done":
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- You will now be brought to your Room Settings window where you can either select a
room from your Venue Library or Customize the room by uploading a PDF or entering
the width and length of the space you would like to use:
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- Once you have made your room selections, click on "Done" and you can begin to
create your event!

From your Venues Page:

- First find the venue you would like to use from your Venue Library and click on the
green New Event Button:

- This will take you directly into the new event with the selected floor plan.
- Everything saves automatically so there is no need to click a physical "Save" button.
To return back to your Event Dashboard, click on the pink button with your name,
located in the top right corner, and select "My Events”:
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Overview of Object Library
The Object Library contains all necessary objects in creating your Social Tables event.
The Object Library is located to the left of you screen in the Venue Mapper under the
blue tab:
1. Templates
2. Views
3. Favorites
4. To open a closed folder, simply click on the name of the
folder. Once the object has been located, click on the object
and drag it onto your floor plan.
5. The Tiled Dance Floor is the only object that does not drag
directly from the object library. It is created by selecting the
Tiled Dance Floor icon, setting the tile dimensions, then
clicking anywhere on the floor plan and dragging. While
dragging, it will display how many tiles are being created.
6. Additional tools from left to right:
- Numbering tool
- Dimension tool
- Draw line tool
- Custom shape tool
- 3D walkthrough tool
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Adding Objects to Favorites
Adding a personalized object to Favorites makes it easy to re-use the object over and
over again without having to re-create it.

- To add an object to your Favorites, right click on the selected object and choose Add
to Favorites from the drop down menu.

(Note: You can add multiple objects to your Favorites folder at once by selecting two or
more objects, right clicking, and selecting Add to Favorites)

- You will then be prompted to add the object to either your personal favorites or your
Team's favorites (so everyone on your team can use the object)

- Finally, you will be prompted to give your custom object a name:
- The object(s) will now appear under in the object library under the Favorites tab
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Grouping Objects
Grouping objects allows you to make the same changes to multiple objects and move
multiple objects at once.

- To group objects, hold down the Shift key and select the objects you'd like to group.
- From here you can right click any of the objects and select Group Object from the
drop down menu. Alternatively, you can select Group from the black toolbar.

- To ungroup, either right click and select Ungroup Objects or click Ungroup in the
same black toolbar.
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Custom Objects
Use this tool for any objects that have a unique shape that does not match what is
currently listed in the object library. This tool allows you to draw the custom shape.

- Navigate to the bottom left-hand corner of the event diagram and locate the Custom
Shape tool:

- The drawing mode will appear and you can begin to draw your custom shape:

- Once the dots are connected, your object will appear on your diagram.
- You will have the ability to adjust the width/length, name, color, as well as rotate the
custom object.
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Custom Image
- To add a custom image, go to the Object Library on the left-hand side and scroll
down to the "Custom" section:
Step 1 : Select the "Image" icon and then drag the image over to your floor plan.
Step 2: Click on the icon while it's on your floor plan.
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Step 3: Once selected, a black toolbar will appear at the top. Images can be imported
from a file on your computer or from a URL
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Saving Layouts
If you are an Owner/Admin on your team you have the ability to Save Layouts for your
entire team. Saving layouts are a great feature that allows you to keep a particular floor
plan set-up on hand at all times for easy re-use.

- Once you have a completed a floor plan, click the Save as Layout button located on
the uppermost row of your event diagram

- You will now be prompted to create a name for the layout:

- Once you hit Ok, your layout will be saved under the Venue it was created in - you
can access the layout by right clicking and selecting Room Settings --> Choose From
Your Library.

- Once you select your Venue, you will see the available Floor Plans available - once
it's selected, make sure to click Done to have your floor plan appear on your diagram!
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Template Overview
If you are looking for a quick way to place multiple tables in your event at once,
Templates are just what you need!

- First, click on "Templates" at the top of the Object Library, and then select the style of
template you would like to use:
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- Next choose: type of table, chairs per table, the distance between tables or aisle row
and adding table numbers. You also have the option here to save these selections as
your default for future templates.

- Now you are all set to add these tables to your diagram! The templates work
differently than the "drag and drop" objects found in the Object Library. Once you
make your selections, click directly onto the diagram where you would like to add the
tables, and then drag your mouse to populate the tables. As you drag, you'll also see
the table/seat count appear in the bottom right corner.
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Editing Templates
As soon as you place your template into your diagram, you will have the opportunity to
make further edits.

- Depending on the type of template, you will be able to edit the object type, spacing,
and add or delete rows and columns:

- Once these tables are ungrouped, you will no longer have these editing options for
spacing or adding and deleting rows and columns but you will be able to re-group the
tables and have the ability to edit Object Type, number of chairs per table, table color,
and chair type from the Object Toolbar.
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Template Spacing
There are many options once you reach the Templates tool.

- Here is a breakdown according to the Template Style:
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Collaboration
Sharing an Event and Adding Guest Collaborators
- Click on the Share button in the top left corner of your event diagram.

- The Share window will appear.

You can manage all of your Share settings here:
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1.
Enter the email addresses here for your collaborators, or those who you would
like to share a PDF of your event with. To add multiple emails, separate by putting
commas between each email.
2a.
Click the sharing option you would like your collaborators to have:
- Email PDF - This will email a PDF that includes all of the rooms in your event
- Can Edit - allows access to your event to edit the floor plan and attendees
- Can Seat - allows access to edit, import, and seat attendees. This will also provide a
passcode to use the Check-in App
- View Floor & Guests - allows view only access to both the guest list and event
diagram
- View Floor Only - allows view only access to the event diagram
- Edit Current Objects Only - allows the collaborator to edit objects currently on the
diagram; they will not be able to add or remove any objects
2b.
If Email PDF is selected, a text box will appear where a message can be added
for the recipient.
2c.
Once the emails are in place and the sharing option is selected, click Share and
the emails will be sent!
3.
Make the event public by clicking on this check box. Once clicked, a public URL
will appear which can be copied and shared. This will allow view only access.
4a.

This is the list of collaborators that already exist for the event

4b.

You can change the privileges for current collaborators here with the drop down

5.
To prevent collaborators from making changes past a certain date, select a
collaboration end date. Also, there is an option to be notified of any time a collaborator
makes a change to the event.

Page 24 of 63

6.

When you are complete, select done!

Page 25 of 63

Attendee Manager
Importing your Guest List

- Click on the purple icon on the top left side where it says “Attendees”

- You can manually type in the name of the attendees or you can import them from
Excel or CSV.

- We have an Excel template for you to download or you can Choose a file and upload
the Excel guest list.
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- Next, we are going to Map Fields. This is where we are comparing the columns in
Excel to the columns in Social Tables.

- If you notice some of the information don’t match or you don’t need them, like
“Gender”, you can remove them.
- With the Custom Fields, you can choose something that is not in Social Tables like
Registration ID and import the guest list.

- Once the guest list is imported into Social Tables, we can edit the list.
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- You can use Tags for the purpose of identifiable information about a guest. E.g. VIP,
Guest Speaker.

- Meals work the same way.
- You can assign Tags or Meals by clicking the box on the left of the guest’s name and
choose the Meals or Tags.

Page 28 of 63

- Now, you can begin the sitting process by clicking the arrow key to close the Window.
- Drag and drop the attendees onto their table.

- You can use the Compass on the top right to highlight empty chairs or hide guest’s
names
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Printing, Exporting & Reporting
Printing a Floor Plan
- When printing, a new window should appear which will allow you to enter your
desired information.

- Once "Export" has been hit, you will receive a message, which states " Export
processing. Automatic download will begin momentarily.”

- If you do not receive that message, please refresh your browser page and try again.
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Printing a Table Report
- To print a table report, click Print and select Table Report (PDF)

- It will automatically download a copy showing tables, table names, seated attendees,
empty seats, meals and other information that has been entered.

- This will automatically save to your computer as a PDF, and from there you can
easily print.
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Venues and Floor Plan - Importing/Uploading a New
Floor Plan to your Venue Library
If you are an "Owner" or "Admin" on your team, you will have the ability to add new
venues to the Venue Library.

- Click on the tab that says "Venues" page and navigate to where it says "New Venue"

- Once selected, enter the Venue Details (only the "Name" is required, the other
information is optional) and hit “Next"

- Now choose a file to upload (files must be in PDF, JPG or PNG format)
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- After the file is selected, it will appear in your Venue Library and from this screen you
can begin to scale the room.

(A) Scale- Allows you to scale the diagram based off one measurement.
(B) Crop- Allows you crop the diagram.
(C) Rotation buttons- From here you can rotate the floor plan clockwise and counterclockwise.

- Hit "Next" once complete.
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Saving a Floor Plan into the Venue Library
If you’re the "Owner" or "Admin" on your team, you have the ability to save Floor plans
that have been uploaded to an event into your team's Venue Library for future use.

- Once inside of the Event, click into the room that contains the floor plan that you wish
to add to your team's Venue Library and then click into the gear icon next to the name
of room or right click into the space (this will bring you into Room Settings).
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- The Room Settings page will now appear, Select (1) "Customize Room" on the Left
side. Here you will select (2) "Edit Imported Floor Plan”:
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- This will take you to the Floor Plan Tools page. From here you can change the name
of this floor plan, rescale, crop, rotate the diagram and "Save as Venue"

- This venue is now added to your team's Venue Library!
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Scaling or Rescaling a Diagram
How to Scale or Rescale a Diagram
Owners and Admins are able to re-scale and scale diagrams that have been imported
into your Venue Library. If your diagram was imported by your Customer Advocate,
please contact your Customer Advocate or Support@socialtables.com to have this
rescaled.
To rescale a venue from your Venue Library follow these steps

- Navigate to your Venues page:

OR

- Find the diagram you wish to rescale, hover over the name of the diagram to reveal
the "Edit" icon, and click:
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- This will take you to the Venue Details page. Select "Next" to advance to the next
page:

- Now click on "Edit Imported Floor Plan":
- Now you will select "Scale":
- Identify an area on the floor plan that’s the length you know and click to draw the line
across and click once again to release.
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- Enter the dimension and select "OK"
- Select "Next", and then "Save" on the next page and now your venue is properly
scaled!
OR

- You can right click and click on "Room Settings" or navigate to the bottom of your
diagram to where you see the room name and click on the gear icon:
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- The Room Settings screen will appear, click on the "Customize Room" tab and click
on "Edit Imported Floor Plan":
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- Now you will select "Scale":

- Identify an area on the floor plan that's the length you know and click to draw the line
across and click once again to release.
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- Enter the dimension and select OK

- Your Floor Plan is now scaled! From here you can continue to Edit by selecting
"Yes" or select "No" to be taken back to the Venue Mapper:
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Pre-Function Perimeter
Adding a Pre-Function Perimeter will add additional space around the diagram where
you can place objects in Social Tables.

- To access your Room Settings, you can either (1) click on the name of the room at
the very bottom of your page or (2) right click on any of the white space on your
diagram and select Room Settings.
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- Once in Room Settings, select Customize Room.
- From Customize Room, enter a dimension in (2) Pre-Function Perimeter and once
complete hit (3) Done.
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- Now you will be able to add objects outside of the diagram!

Editing your Venue Name
- To edit the PDFs in your Venue Library, go to the "Venues" tab.
- Scroll down to "Venue Library"

Page 46 of 63

- Once you have located the floor plan and have clicked on it, you will see two options:
(A) Allows you to edit the name of the floor plan.
(B) Allows you to delete the floor plan completely from your Venue Library.
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Check-In App Overview
Step 1: Download “Social Tables Check-In” from the Apple App Store and log in using
the same login credentials you uses for Social Tables online.

Step 2: Pick your event by clicking on it.
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Step 3: Swipe right once to Check-In, twice to Check-Out, three times to Uncheck them.
- You can search for guests by using the magnifying glass on the top right or you can
manually scroll for the guest.
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Step 4: Click on User-added image to return back to (1) Return back to your events, (2)
Refresh your Guest List, (3) Add Guest, (4) Select a different room, (5) Sort by last
name, (6) Modify Check In Filters, (7) Modify Seating Filters and (8) Modify Display
Options.
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Step 5: Monitor the number of check-in guests along the bottom of your iPhone or iPad.
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Uploading a Guest List to the Check In App
Step 1: Download “Social Tables Check-In” from the Apple App Store and log in using
the same login credentials you uses for Social Tables online.
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Step 2: Pick your event.
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Step 3: From the menu select Import Guests
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Step 4: Outside of the check-in app locate your CSV/Excel file containing your guest list.
Choose the Open In icon in the top right corner and select the Check In app.(Make sure
that your guestlist is a single sheet CSV/Excel file with the appropriate headers.)
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Step 5: You will be brought back to the Check In. Select “Yes” to begin importing your
guest list.
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NOTE!
Because the Check-In App is a lite version of the Attendee Manager online, you will not
be giving an opportunity to match the fields manually. The Check-In App will pull
information from a CSV/excel spreadsheet with one page and match your columns
based on the headers.
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Check In App - Adding Attendees
- To add attendees while using the Check-In app on an iPad or iPhone, start by
selecting your event and the desired room.

- Click on the

- Once there, click on "Add Guest”
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- You then will be able to (1) add guest and check them in or (2) add guest

Page 59 of 63

Check-In App Sending and Scanning QR Codes
To begin using the QR Codes during your Check-In process, please download the
Social Tables Check-In App from the iTunes App Store.

- After logging in:
Step 1: Select your event from the Event Dashboard
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Step 2: In order to send out QR codes you will need to have all of your guests’ email
addresses noted in attendee manager.
Step 3: To send QC codes to each guest, click on the customize icon located top left
hand side of the screen:
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Step 4: Choose Send QR Check-in Email

Step 5: You will be directed towards the screen where you can send your email (Only
the guests whose email address have been included will receive the QR code via
email). Hit Send Emails
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Step 6: When you are ready to check your guest in, return to the page with all your
events and click on this icon:

Step 7: Position your camera with the QR code and watch as they check in!
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