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Introduction
Event organizers across the world now face the challenge of needing to convert their in-person 
events to virtual gatherings. Many are also transitioning to online registration at the same time, 
making things even more difficult.  The purpose of this guide is to make your transitions as 
seamless as possible. 

In the following pages, you will be taken through setting up a basic event, step by step, including
your virtual presentations. Then, you will be shown how you can either use rsvpBOOK to send 
out your event invitations or your own email tools. Finally, all of your event reports will be 
reviewed, allowing you to watch your event registrations in real time.

If you run into any questions while building your event, or need something extra covered that is 
not in here, just drop us an email at support@rsvpbook.com. We are always happy to help.
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Getting Started
The first step is to create your Member account. Simply go to 
https://www.rsvpbook.com/member_signup.php and fill in your 
basic details.  Once finished, you will be taken to the Event Setup 
screen.

Here, you will be asked for basic details about your event. You can 
always change details later, so feel free to use tentative information 
if you don’t have final details yet. Once you have everything filled 
in, click Create My Event. This will save your event and expand 
the page, giving access to the rest of your event tools. 
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Connecting With Your Webinar Provider
On the left side of the screen, you will find a menu with your tools 
available. Towards the bottom is a section labeled Integrations. In
this section, click on the label of the webinar provider you wish to 
use for presenting. If you are connecting to a provider not listed, or
not managed by you, you can skip this step.

Once you select a provider, click the Connect button on the 
screen. You will be asked to log into the provider and confirm you 
wish to connect their service with rsvpBOOK. Click Yes to 
continue. Your screen should refresh and show that a connection is 
established. 
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Advanced
To return to the Event Setup pages, scroll up and click Set-Up → 
Registration Form. The main screen will return to the initial 
event setup screen. From here, you can either click the Advanced 
tab at the top or click Continue To The Next Tab at the bottom.

If you know that you need special options, such as offering 
multiple Registrant Types to control options available, you can 
create them now. Otherwise, feel free to click Continue To Next 
Tab.
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Registrant Information
This screen governs the personal information that will be collected 
from your registrants. You can edit existing fields to either change 
their labels or hide them entirely. You can also add new fields by 
clicking Add Question. When satisfied, click Continue To Next 
Tab.
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Questions
If you would like to collect other information from your registrants, 
such as contact preferences or travel requirements, that can be done 
on the Questions tab. Simply click Add Question and fill in the 
options. 

If you choose a question type that has responses available, such as a 
Checkboxes, Radio Buttons or a Drop Down, then you will have one
more step to perform. After your question is saved, click the drop-
down in its row and choose Responses. From here, click Add 
Responses . After adding responses, click Back to return to the main
Questions screen. When finished, click Continue To Next Tab.
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Sessions
Sessions will be used for webinar registrations. Click Add Sessions 
to expand the tools. If you would like to require at least one session 
to be selected by your registrants, set the Minimum # of Sessions 
drop-down to 1. 

Click Add Group to create your first group. You can think of a 
group as being a box that can hold many individual sessions and 
organize them. Groups are typically named for a Day/Time or a 
topic. You can always edit your groups later and change the label 
after you see how it looks on the registration page. After creating a 
group, choose Manage Sessions from the drop-down in its row
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Now, you will add your individual sessions/webinars that can be 
registered for. Click Add Session to begin.

The Session Editor provides options to cover a wide range of 
workshops available. At a minimum, you will need to provide a title 
for your session, a date, start time and end time. If you have a 
speaker that will be presenting the workshop, click the Add Speaker
button and fill in their details. On the Session Editor, check off the 
box besides their name to assign them to this session.
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To make your session a webinar, look for a Connect To … checkbox
under the Session Description. Check the box and you will be given
options specific for your provider. If you did not connect to a 
provider, choose Custom Webinar and enter your details.

Once finished, click Save, then Back to the Session Group. If you 
have multiple sessions to create, you can add them now.

When finished, press Back to return to the main Session page. From 
here, you can either add additional Groups for more sessions, or 
click Continue To Next Tab.
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Tickets
If your event has a general ticket cost for attendance, you can add it 
here. You will be asked about your payment processor later on the 
Payments/Discounts tab. For now, we will just be adding the sales 
items themselves.

Click Add Group to make your ticket container. Then, click 
Manage Tickets → Add Ticket to add your individual items. You 
will have several different options available, such as whether a 
registrant can select how many tickets they purchase or if they will 
just be assigned a ticket automatically. You can also optionally set 
Early Bird and Late Prices based on sales date. When finished, click 
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Back to return to the main Ticket page or Continue To Next Tab.

Conditionals
Conditional Display is an advanced tool you can use to control the 
display of questions, sessions, sales items and discounts based on 
selections already made in the Trigger sections. 

For example, if you offer special webinars to members and you 
create a Yes/No question asking if a registrant is a member, you can 
select the Yes response to be the trigger to display the Member 
Webinar by clicking Add Display Rule.

Click Continue To Next Tab to proceed when finished.
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Hotels
On this page, you can add Hotel information by checking Enable 
Accommodation Links, then clicking Add Accommodation Link. 

Click Continue To Next Tab when finished.
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Payments/Discounts
If your event has costs associated, you can choose your Credit Card 
Processor. 

If you need to collect payments but do not have a merchant 
processor, just choose I don’t have a credit card processor to 
request one through our partner.

If you work with a 3rd party processor such as Square or 
Authorize.net, just email us at support@rsvpbook.com to get you 
connected. Click Continue To Next Tab when finished.
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Confirmation
This page will let you control the presentation of the final 
confirmation page a registrant will land on after completing the 
registration form.

When finished, click Continue To Next Tab to be taken to your 
main Admin Dashboard page.
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Admin Dashboard

Your Event URL

On your Dashboard, you will see your event URL as a clickable link. If 
you want attendees to register directly from your website, give it to 
your web master. If you click this link now, it will open your 
registration page. This gives you the chance to fill out the form so you 
can see what your attendees will see. If you want to make any 
adjustments, just go back to Set-Up → Registration Form to adjust 
whatever you need. When you finish registering, you will see your 
Confirmation page and you will also receive a confirmation email. 
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Confirmation Email
To change the default confirmation email, go to Promotion → Email 
Wizard to open the Wizard in a new tab. Click Edit Automatic Email 
Content. From here, click Edit for Registrant Confirmation Message
- Status: Attending. 

On this screen, you can update the Subject and Body of the message. 
To test how your changes look, click Save and then click back to the 
original tab which should still be open. Go to Analysis → Registrant 
List. Find your test registration and click the drop-down menu in its 
row. Choose Resend Confirmation Email and click Go. In a moment, 
you will receive your updated confirmation with your changes in place. 
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Adjust until everything looks good for your event.

Sending Invitations
If you would like to send your invitations directly through rsvpBOOK, 
just go to Promotion → Email Wizard. First, click Create and 
Manage Contact Lists. We will create a test list for now. After your 
event is published, you can upload your full contact list and send it out 
using the same process.

First, click Create Contact List. You will be asked for a List Name to 
use in your back-end reporting, as well as a public name that your 
recipients will see. If you have a CSV (comma separated values) 

20



spreadsheet of contacts, you can choose to upload it here. Otherwise, 
choose to paste a list of email addresses. After saving the list, click 
Return to go back to the main Email Wizard.

To create your invitation email, we will now click Create New 
Message Template. Click Create New Invitation Template besides 
Invitation With 'Register Here' Link To Registration Page.

This interface will be very similar to the Confirmation Email editor 
from earlier. After you make your desired changes, Click Save This 
Template at the bottom. 

You will be taken to View and Send Message Templates. To test your 
invitation, click Deliver to Invitees besides it. Choose your test list 
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from the drop-down, then select whether to send your test out 
immediately or to schedule it for in the future. Once finished, you will 
be taken back to the main Email Wizard screen and shown a countdown
until delivery begins. 
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Viewing Reports
To see your registrant data, you will want to go to the Analysis section. 
The Registrant List will let you see everyone who has signed up, as 
well as give you tools such as resending confirmation emails and 
editing registrant responses.

If you click Analysis → Reports, you will see a list broken out across 
each of the major sections you have set up. Clicking each will open the 
respective report in a new window. Each report also gives you the 
option to download as a spreadsheet for offline manipulation.
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Ready To Go Live
When your event is ready for the general public, click the Admin 
Dashboard button at the top of your main navigation. On the right side of
the page, you will see a green Publish My Event button. This will open a 
popup window and ask you to confirm your event payment method. Once 
finished, save in the popup window to confirm your event is now live. If 
your event is a non-profit, please send an email to support@rsvpbook.com
so that we can make sure you have received your special discounted rate. 

You can now upload your full sized contact lists and your event will no 
longer show as being in test mode across the top. You are now ready to 
send invitations and begin getting live results.
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Getting Help
As you are setting up your event, help is available on page and at our 
Help Desk. If you have further questions, we can always be reached at 
support@rsvpbook.com. We can also schedule an online screen share to
step through your event and make sure all of your questions are 
resolved.

At rsvpBOOK, your event success is our goal. We look forward to 
helping you with your events, whether they are online or face to face. 
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