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concierge.com Login andconcierge.com Login and
ProfileProfile
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Verify EmailVerify Email
You will receive an email from concierge.com to verify your email and activate your account.

After you click "VERIFY EMAIL", you will be directed to the concierge.com login page to set your
password. Be sure to type in the same password twice! Once you have entered your desired
Password click "Set Password" to confirm.

Note: Your password must be at least 12 characters long and contain one uppercase letter, one
lowercase letter, and one symbol. In addition, your previous 10 passwords cannot be reused
and will expire 1 year from being set.
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Log InLog In
Once you have set your password, go to platform.concierge.com to login. Use your email
address and password to log in.
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Reset PasswordReset Password
If you forget your concierge.com password, simply click the "Forgot password?" link underneath
the Password field.

Enter your email address where you received your initial activation email and click "Send
Password Reset".
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When you receive the password reset email, simply click the "RESET PASSWORD" link which will
direct you back to the concierge.com site.
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Be sure to enter your new password twice and then click "Reset Password". Once complete,
you will be logged in to your concierge.com account.

Note: Your password must be at least 12 characters long and contain one uppercase letter, one
lowercase letter, and one symbol. In addition, your previous 10 passwords cannot be reused
and will expire 1 year from being set.
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Edit ProfileEdit Profile
You must be logged in to your concierge.com account in order to edit your profile. Click your
name in the upper right-hand corner of the screen and select "Edit Profile".

Here you can update your Primary E-mail address, Password, Name and other Personal
Information. The Timezone field is important so that the system knows from what timezone
emails are being sent (through concierge.com). You will find US Timezones under
"America/___".

"Notification Settings" dictate how you'd like to be notified when a guest checks in to one of
your events. You must also set the "Event Check-In Notification" on the event specific Check-In
page.
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Switching Parent AccountsSwitching Parent Accounts
A Parent Account is the account that was used to create your account.

You will ONLYONLY be required to switch Parent Accounts if you are a user on two or moretwo or more accounts.
For example, if I am a user under "Team A" and "Team B," I will be required to switch accounts

from "Team A" to "Team B" in order to see my "Team B" dashboard.

To switch accounts, choose "Switch Account" in the Global Accounts dropdown (the dropdown
with your name on the top right hand corner).

In the modal, choose the account that you would like to switch to in the "Choose Account"
dropdown. Click the pink "Switch Account" button.

If you are a user on two or more parent accounts, you will be required to choose the correct
account at the time of login. Click the blue "View Dashboard" button for the account you would
like to view.
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DashboardDashboard
After logging in to concierge.com, you will either have to choose the "Parent Account" you'd like
to enter, or you will be brought to your Events dashboard. Here you will see all the events you
have created in concierge.com.

Once an event is over, you can archive the event so it no longer appears on your dashboard
("Upcoming Events"), and instead appears under "Archived Events".

When you scroll over the dashboard tile image for that particular event, you will be able to
"Manage Event" by clicking on it, archive, or delete the event. Once an event has been deleted,
it cannot be recovered.
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Click on "Archived Events" to view that list. There you can click back into the event, unarchive
the event, or delete it if you choose.
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Signing OutSigning Out
When you're ready to log out of your concierge.com account, go back to your name on the top
right of the screen and select "Sign Out". You will automatically be logged out after 25 minutes
of inactivity. If this happens you will simply need to log back in by entering your email address
and password.
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Account Tools - My TeamAccount Tools - My Team
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What is "My Team"?What is "My Team"?
A Team Member is someone to whom you'd like to grant access to your concierge.com account.
You can add Team Members by clicking the "My Team" link under Account Tools.
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Create a new Team MemberCreate a new Team Member
To create a new Team Member, you must click "My Team" under Account Tools.

Your team will start out with just you as the "Account Owner". Click "Create New User" to add
Team Members to your account.

You must enter your new team member's e-mail address and first and last name. The other
fields are optional. The Timezone field is important so that the system knows from what
timezone emails are being sent (through concierge.com). You will find US Timezones under
"America/___".

You can then determine what permissions you'd like to give that team member by changing the
ON/OFF slider under "Permissions Overrides".

"Notification Settings" dictate how you'd like that team member to be notified when a guest
checks in to one of their events. You must also set the "Event Check-In Notification" on the
event specific Check-In page.
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Your Team Member will receive an e-mail inviting them to collaborate on your event. They
must verify their e-mail and set their password in order to create their account.

Your Team Members list will say your members are "Pending" until they have verified their e-
mail address.
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Once a Team Member has verified their email address their status will change to "yes". They
can now be added to an event!
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Explaining Permissions OverridesExplaining Permissions Overrides
As the account owner, you can determine what permissions your team members have.

Can See Events Shared and Can Create Own Events - This means that your team members can
view all event details on events that you have created, as well as create their own events. You
will have access to the events they create.

Can Read All Account Documents and Can Create Own Documents - This means that your team
members can view all uploaded documents (often legal documents) and can create and upload
their own.

Can Read All Account Reports and Can Create Own Reports - This means that your team
members can generate reports on your event as well as create their own.

Can See Template Manager and Can Create Own Templates - This means that your team
members can access the global templates manager and use your existing templates, as well as
create their own.

Team Member "Notification Settings" dictate how you'd like your Team Member to be notified
when a guest checks in to one of their events. You must also set the "Event Check-In
Notification" on the event specific Check-In page.
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Add an existing Team Member to your accountAdd an existing Team Member to your account
When you want to add someone who is already in the concierge.com system to your account,
you will simply need to enter their E-mail address and select their Permissions
Overrides and Notification Settings. The other fields will disappear.
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Edit Team Member Permissions OverridesEdit Team Member Permissions Overrides
You can edit any Team Member's Permissions Overrides by clicking the writing tool. This will
bring you to an "Update User" screen.

You can update your Team Member's Permissions Overrides and Notifications, but will not be
able to edit their Personal Information.
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Deleting a Team MemberDeleting a Team Member
You can delete a Team Member at any time by clicking the trash can icon.

You will need to verify, Yes: Delete this user. Once that button is clicked, the Team Member has
been removed from your Team.
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AccountsAccounts
When you log in to your concierge.com account, you may see multiple accounts to access. Any
events you have been "shared" on will live under one of the accounts you see and must be
accessed through that account. Click on the "VIEW DASHBOARD" button in order to view that
person's events.

The Permissions Overrides set when that Account Owner shared you on the event will
determine what you are able to do and access on that particular event.
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Account Tools - Address BookAccount Tools - Address Book
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What is the Address Book?What is the Address Book?
The Address Book stores all of the people you have invited to any of your events managed on
concierge.com. This makes it easy to invite guests to multiple events without having to re-
upload their information. You can access the Address Book by clicking the "Address Book" link
under Account Tools.

Click "Add Contact" to add an individual guest to the Address Book. The First Name, Last Name
and E-mail Address fields will all be required. You can also choose if you want the information
you input to override any attendee data already stored on concierge.com or if it should NOT
override the data already stored on concierge.com.
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Click "Bulk Upload Contacts" to add guests from a spreadsheet. Download the template to be
sure the spreadsheet is formatted properly. Once all information is in the properly formatted
.CSV file, click "Choose File" to upload.

Click "Import From Salesforce" to import contacts from Salesforce and follow the directions
given.
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Account Tools - DocumentsAccount Tools - Documents
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What are Documents?What are Documents?
Documents are any type of legal form or release that attendees need to sign for your event and
can be found under Account Tools. The Documents feature is a global feature that can be used
across all events and allows you to have your attendees sign any necessary documents online,
no printing/faxing/scanning needed!
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Create a DocumentCreate a Document
To create a document, select "Documents" under the global Account Tools, and then "Add New
Document".

Enter the document name, end date and document type. Guests won't be able to sign the
document after the date entered. Then upload a .pdf file and then click "Create Document".

Note: When you select "Tax" type, attendees will automatically be asked to submit their Social
Security Number on the registration page.

You will then be prompted to "Create Your Template". This is where you can autofill text for
your attendees so they don't have to re-enter information that has already been collected. Click
"GOT IT" to continue.

Page 35Page 35User Guide Menu



Select what type of field you are creating and drag and drop it in the correct place within the
document.

Indicate if concierge.com will be populating that field or if the attendee (guest) needs to fill it
out. If concierge.com will be populating a field, select which field (text) should populate. If the
guest needs to fill out, select the validation type if necessary.
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Make sure you include the Signature field! This is what makes your document legal.
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Edit a DocumentEdit a Document
Click on the name of the document you'd like to edit.

If the document has not yet been added to an event and signed, you will be able to "Edit
Template". This will bring you back to the document to add/edit fields as needed.

If the document has already been signed, you will not be allowed to edit it and will instead see
"Document has been signed".
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Account Tools - ReportsAccount Tools - Reports
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What are Reports?What are Reports?
The Reports tool allows you to export information about your event or your guests. You can
use one of the concierge.com template reports, or create your own. You can access Reports by
clicking the "Reports" link under Account Tools.
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Create a New ReportCreate a New Report
You can report on all data that you add and/or track in concierge.com. Choose from all the
fields available in the concierge.com database to create the columns in your custom report.
Click "Create New Report" to get started.

You will need to provide a name for your report, select up to 3 events to report on, the
timezone where the event(s) is taking place, and the guest type (Guests and Companions,
Guests Only, or Companions Only). The Events and Timezone fields will give you a drop down
menu from which to choose. You will find US Timezones under "America/___".

Next, you will specify which fields you'd like included in your report. The "Available Fields" are
broken into 10 categories, each with different fields associated with that category. Select a
category and another dropdown menu will populate with the available fields for that category.
Simply select the field(s) you need and they will populate below.
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For example, if you choose "Guest Data", you will be able to add any data specific to individual
guests. These appear in alphabetical order.

Note: Don't forget to add the guest name! You'll need to add a "First Name" field and "Last
Name" field.

There are some fields that allow you to even further customize and filter your report. For
example, for "RSVP status" you can choose to show all invited guests, or just guests with a
particular RSVP status.
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Once you have added all of the fields you need for that report, you can "Create Report" which
will add it to your Reports list to be generated at a later date, or you can "Save and Generate"
which will generate the report for you immediately.

Below is an example of a report that was generated. In order to export the report, click the
gear icon on the top right of the table.

When you click the gear icon, you will have the choice to export as a .csv, .pdf, print the data,
export as a .xlsx, or email the report. Your report will download onto your computer according
to your specific computer settings.
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In order to create another report or view all of your reports, go back to Account Tools - Reports.
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Using a Report TemplateUsing a Report Template
Use one of concierge.com's template reports to download information about your event or
your guests in a report.

You will be prompted to choose a template to start. Don't see what you're looking for? You can
always create a new report instead!

Once you select the report you need, a window will pop up showing you all the fields that will
be included in that report. Then click "Start".
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You will need to provide a name for your report, select up to 3 events to report on, the
timezone where the event(s) is taking place, and the guest type (Guests and Companions,
Guests Only, or Companions Only). The Events and Timezone fields will give you a drop down
menu from which to choose. You will find US Timezones under "America/___".

Next you will review the fields included in the report, and you can add/delete as needed.
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There are some fields that allow you to even further customize and filter your report. For
example, for "Guest Type" you can choose to show all guest types, or just invited guests, or just
companions.

Once you are done reviewing/customizing that report, you can "Create Report" which will add it
to your Reports list to be generated at a later date, or you can "Save and Generate" which will
generate the report for you immediately.

Below is an example of a report that was generated. When a field is empty, it means no data
was entered into that field for that particular guest. In order to export the report, click the gear
icon on the top right of the table.
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When you click the gear icon, you will have the choice to export as a .csv, .pdf, print the data,
export as a .xlsx, or email the report. Your report will download onto your computer according
to your specific computer settings.

In order to create another report or view all of your reports, go back to Account Tools - Reports.
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What are Summary Reports?What are Summary Reports?
Summary Reports allow you to download information about your event. Summary Reports are
not guest specific. You can access Summary Reports by clicking the "Reports" link under
Account Tools.

Summary Reports can be found underneath the "Reports" section.

Click "Create New Summary Report".

You will be prompted to choose a template.
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Once you select the report you need, a window will pop up showing you all the fields that will
be included in that report. Then click "Start".

You will need to provide a name for your report, select up to 3 events to report on, and the
timezone where the event(s) is taking place. The Events and Timezone fields will give you a drop
down menu from which to choose. You will find US Timezones under "America/___".
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Then you can "Create Report" which will add it to your Summary Reports list to be generated at
a later date, or you can "Save and Generate" which will generate the report for you
immediately.

Below is an example of a report that was generated. In order to export the report, click the gear
icon on the top right of the table.

When you click the gear icon, you will have the choice to export as a .csv, .pdf, print the data,
export as a .xlsx, or email the report. Your report will download onto your computer according
to your specific computer settings.
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In order to create another report or view all of your reports, go back to Account Tools - Reports.

Page 53Page 53User Guide Menu



Generating an Existing ReportGenerating an Existing Report
All your customized reports will be in your reports table. Go to Account Tools - Reports to view.

For each of your reports, You can "Run Generated Report" (arrow or play icon), "View Report
Settings" (eye icon), "Make Changes to Report" (edit icon), or Delete Report (trash icon).

"Run Generated Report" will generate that report, which you can then export if you choose.

"View Report Settings" will allow you to view all data included in your report.

"Make Changes to Report" will allow you to edit your report and add or delete fields as needed.

"Delete Report" will remove that report from your Reports Table. This action cannot be
undone.
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Account Tools - TemplateAccount Tools - Template
ManagerManager
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What is the Template Manager?What is the Template Manager?
The Template Manager allows you to design and manage your event's custom templates. You
can use them across multiple events, minimizing the need to recreate your assets from scratch
for every event you manage.

You can access the Template Manager by clicking the "Template Manager" link under Account
Tools.
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Create a New TemplateCreate a New Template
Your Template Library will start out blank. Click the "+" under New Template to begin building a
template.

You can choose one of eight templates, depending on what you need for your event.

Once you have selected your template, you will need to give it a name, and then click "Create".
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Then click the preview thumbnail or "Edit Template" to begin designing.

You can choose to set the template you are creating as the "Master" template for your account,
which will automatically place that design in the appropriate section of concierge.com for all
events. This can be changed as needed by starting over using another template, a blank
template, or editing the existing template.

You will enter the concierge.com editor where you can customize and design your event
website and email communications. Click the links to learn how.
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Create an EventCreate an Event
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Create a New EventCreate a New Event
All events you create will be added to your Event Dashboard. Click "Create New Event" to create
an event.

The "Create Event" screen will allow you to add important event details. The fields with an *
indicate that they are required. When completing the "Event Location" field be sure to select
the location from the auto-populated pull down menu.

The "Event Name" will dynamically populate in your email communications, registration website
and itinerary.

The "Event Start Date" should be the earliest possible date that a guest will arrive at the event,
and the "Event End Date" should be the last possible date on which a guest will be leaving.

Note: If you choose to include an Event Venue, that will appear on your registration website and
itinerary in place of the Event Location. This should only be used for events that are taking
place in a single venue.
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You can add an event image to appear in your Dashboard. Click to add an event image.

You can upload an image file from your computer. If you already have an image saved in
concierge.com that you'd like to use, select "Choose previously used media" instead. That will
generate a screen with all available images.
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Find the desired image file on your computer and then click "Open".

Once chosen, you can resize your image file as needed and then "Save image".
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Now that your general Event Information has been entered, choose "Save Event & Continue".

Once saved, your Event will appear in your Dashboard and is ready to customize!
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Share your Event with Team MembersShare your Event with Team Members
You can add already registered "Team Members" to your event by clicking "Share" under Team
Access.

You will then select what "Security Role" you'd like that Team Member to have.
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Once you've selected their role, you can choose the Team Members you'd like to share with.
Begin typing the person's name, and if they have an account set up their name will come up.
Select that person and click "Share Event".

Your Team Members will receive an email alerting them that they have been added as a
collaborator on your event.
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Team Member Security RolesTeam Member Security Roles
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Understanding ElementsUnderstanding Elements
Elements are the building blocks for your event. An element is anything and everything that will
be offered to a single guest, a specific group, or everyone being invited. Elements show up in
chronological order on the guest itinerary (unless you tell concierge.com to hide the element).
In order to create an Element, click "Event Elements", and then select the type of Element you

want to create.
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Create a Travel Element - AirCreate a Travel Element - Air
In order to add flight and/or ground transportation information you must create a Travel/
Ground Element.

Select which "Type of Travel" you'd like to create - Air or Ground Transportation. Remember, if
you need to include both flight and ground transportation information in your itinerary you'll
need to create a separate Element for each!

You can also set a limit on how much inventory is available by clicking the "Inventory available"
button. It sets a quantity limit for that Element so you can track inventory.

After selecting Air travel you must select the Type. One-Way or Round-Trip and Economy,
Business or First Class. Remember, if some of your guests are getting a first class flight, and
others are getting a coach class flight, you will need to create separate Elements for each.
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Then input the destination. When completing the "Destination" field be sure to select the
location from the auto-populated pull down menu. Then "Save Element & Continue".

All completed Elements will appear under the "Elements" header.
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Don't forget to Save Element & Continue!
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Create a Travel Element - GroundCreate a Travel Element - Ground
In order to add flight and/or ground transportation information you must create a Travel/
Ground Element.

Select which "Type of Travel" you'd like to create - Air or Ground Transportation. Remember, if
you need to include both flight and ground transportation information in your itinerary you'll
need to create a separate Element for each!

You can also set a limit on how much inventory is available by clicking the "Inventory available"
button. It sets a quantity limit for that Element so you can track inventory.

After selecting Ground Transportation, enter the Ground Company name from the auto-
populated pull down menu. The Contact Phone Number will auto-populate as well. You can
also choose to simply type the name and phone numbers in, without using the auto-populated
data.

Note: Contact Phone Number is not a required field.
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Each Ground Transportation Element will be tied to a "Direction of Travel".

Arrival - This is for any ground transportation needed when arriving to an event and the date
and time will always be tied to each guests' flight information. The "Start Location" for an
Arrival will always default to the Airport, but you can specify the "Pickup Info".

You can also give your guests further instructions with "Additional Details".

Departure - This is for any ground transportation needed when departing at the end of an
event and the date and time will always be tied to each guests' flight information. The "End
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Location" will always default to the Airport, but you can specify the "Drop off Info" and the
"Pickup Time" (in number of hours before each guests' individual flight departure time). You
can also edit the pickup info in each guests' individual profile in the event that a guest needs to
be picked up earlier or later than most others in the group.

Other - This is for any ground transportation needed during the event. Because this is not tied
to flight information, you will need to specify the date and time of the ground transfer, along
with the start and end locations.
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All completed Elements will appear under the "Elements" header.

Don't forget to Save Element & Continue!
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Create a Hotel ElementCreate a Hotel Element
In order to add hotel information you must create a Hotel Element. A Hotel Element is any
form of accommodation for any guest. This could mean a hotel, an apartment, a B&B or Airbnb.
There can only be one hotel element/group.

IMPORTANT:IMPORTANT: When you add a hotel element, the dates for check-in and check-out are pre-
loaded with the event dates you specified on the Event Setup screen. If guests are arriving and/
or departing on different dates, you must edit those dates in each individual's guest profile.

Enter the Hotel information by selecting the name from the auto-populated pull down menu.
The complete address will auto-populate.

Enter the Room Type (king, double, suite).

You can also set a limit on how much inventory is available by clicking the "Inventory available"
button. It sets a quantity limit for that Element so you can track inventory.

The Hotel Check-in Time and Check-out Time default to 3:00PM and 12:00PM, but can be
altered if needed.
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Don't forget to Save Element & Continue!
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Create an Activity ElementCreate an Activity Element
In order to add any activity information you must create an Activity Element. An Activity Element
is anything your guests may do during their stay. This could mean a meal, screening, concert,
meeting, etc. You will need to create a separate Activity Element for each individual activity in
which your guests will be participating.

Enter the Activity Name and Location. Be sure to select the location from the auto-populated
pull down menu. The complete address will auto-populate.

The Activity Start and End Dates will default to the Event dates you specified on the Event Setup
screen, so be sure to edit them as needed (they can be the same!).

Start Time - You must specify the "Start Time" so the element appears in the correct order on
the guest itinerary, but you can then enter "Start Text" to appear on the itinerary instead of the
time. For example, if you have a dinner planned for after a concert, you can type "After the
concert" so your guests know when to expect dinner.

End Time - You can choose to indicate an End Time, type End Text, or choose to have No End
Time noted.

You can set a limit on how much inventory is available by clicking the "Inventory available"
button. It sets a quantity limit for that Element so you can track inventory.

Slide the slider to YES if you'd like this Element shown on the guest's itinerary.

See below for details on "Access Control".

Enter any notes or additional information under Activity Details. This could be dress code, what
to bring, etc.
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Access Control allows you to specify what the guest will need to show to get into your event.
Will this activity require a Credential, Ticket, VIP Credential, Wristband, Barcode, or something

else? If so, select what type.

If you select "Barcode", you must choose what type. A unique barcode will appear on each
guest's itinerary.
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Don't forget to Save Element & Continue!
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Create a Bonus ElementCreate a Bonus Element
Bonus Elements are "extras" or "amenities" that your guests might receive. A bonus element
does NOT have a time or location associated with it. This might include a gift bag, a gift card,
cash, a room drop, a hotel or meal credit, etc. Bonus Elements are typically hidden from the
guest itineraries, but can be included if desired.

Include the name of the bonus item, if you want to show on itinerary and the inventory
available. Only include Bonus Details if you want the Element shown on the itinerary.

Don't forget to Save Element & Continue!
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Edit ElementsEdit Elements
All Elements that you have created and saved will appear in your list of Elements. Click on the
name of the Element you'd like to edit and change any information necessary. Save all changes!
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Delete ElementsDelete Elements
Click the trash icon to delete any elements no longer needed.

You will need to verify that you do in fact want to delete the element. Once deleted, an element
can not be added back without recreating it.
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Switching Between EventsSwitching Between Events
You can switch between multiple events without going back to your Dashboard. Click the down
arrow next to the name of your current event to show all events. Be sure to save any changes
before doing so!
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Guest ListGuest List
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What is the Guest List?What is the Guest List?
The Guest List helps you to enter or upload contacts to create a "working guest list" for your
event. Everyone you enter here will be tagged under the "Suggested Data" list that will be
available when you send invites. You can also send a Save the Date email to your working guest
list.
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Uploading Guests to the Guest ListUploading Guests to the Guest List
You can add guests to the Guest List 3 different ways: Add Guest, Bulk Upload Contacts or Show
Address Book.

Add Guest - Here you can add an individual guest. You will enter the guest's First Name, Last
Name, E-mail Address and Company Name (if desired). If that guest has already attended an
event through concierge.com, you will need to choose which data you want to keep (in the
event of any conflicts).

Bulk Upload Contacts - Here you can upload a spreadsheet with all of your guest info. For a
successful upload, your spreadsheet must be formatted correctly:

• Separate First Name, Last Name, Email Address and Company Name into their own labeled
columns

• The columns MUST appear in this order
• Save your file as a .CSV

Concierge.com provides a template spreadsheet. Click the "Download a Template .CSV" to
download a correctly formatted document.

Once you have your document formatted in the correct way, click the "Choose File" button and
locate your file. Click the pink "Upload Contacts" button to begin the upload. If your file is not
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formatted correctly, you will see a red bar across the window along with an error prompt with
information on what rows/columns are incomplete. If it is formatted correctly, you will see a
green bar across the window and all of your guest names and information will populate in the
Guest List.

Note: You can upload up to 1,000 guests at a time. If you upload more than 1,000 guests you
will be alerted that the limit was reached and you will have to split your spreadsheets up into
groups of 1,000.
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Show Address Book - Click "Show Address Book" to display guest names from previous events.
Highlight the check mark next to a guest's name to select those you want to add to the Guest

List for your current event and then click "Add Selected to Guest List".
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What is the Address Book?What is the Address Book?
The Address Book stores all of the people you have invited to any of your events managed in
concierge.com. This makes it easy to invite guests to multiple events without having to re-
upload their information. You can access the Address Book by clicking the "Address Book" link
under Account Tools.

Click "Add Contact" to add an individual guest to the Address Book. The First Name, Last Name
and E-mail Address fields will all be required. You can also choose if you want the information
you input to override any attendee data already stored on concierge.com or if it should NOT
override the data already stored on concierge.com.
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Click "Bulk Upload Contacts" to add guests from a spreadsheet. Download the template to be
sure the spreadsheet is formatted properly. Once all information is in the properly formatted
.CSV file, click "Choose File" to upload.

Click "Import From Salesforce" to import contacts from Salesforce and follow the directions
given.
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Save the DateSave the Date
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Send a Save the Date EmailSend a Save the Date Email
Sending a Save the Date email is a great way to begin communicating with your guests before
you have the specific event details confirmed. You will find this feature under "Guest List" by
scrolling down the page to "Save the Date Mailer".

You can either create the Save the Date by selecting from Template Library, starting with
a blank email template or by reseting to the default.

Note: When creating a Save the Date, you do not need to link the email to an RSVP link as your
guests will not yet be RSVP'ing.

Once you have selected or designed the email, you can send yourself a test by clicking "Send
test..."
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Once you have tested your email and are ready to send, select the guests you want to send to
by clicking the check box next to each person's name. You can also click the check box in the
menu bar (next to First Name) to select all guests on the screen at once.

If you have more than 10 guests, you will want to increase the "items per page" so you can send
to more guests at once. You will need to send the Save the Date to each page of guests
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separately. In this example, there are 30 guests on the Guest List, so increasing the "items per
page" to 50 will make all guests visible at once.

You can also choose to filter by whether or not a Save the Date has already been sent to that
guest.

Once you have selected all recipients, click "Choose an Action" - "Send Save the Date email".
Lastly, you will be prompted to enter the desired Sender Name and Sender Email. Then Click

"Yes, Send Email".
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Guests who have received a Save the Date will have a calendar icon in the Save the Date column
on the Guest List.
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GroupsGroups
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What is a Group?What is a Group?
Groups are the backbone of concierge.com. After you have created elements, you will be able
to compile these elements together to create a "Group."

Groups are used to organize your guests. For example, you may have groups of VIPs, contest
winners, working staff, etc. There are many different "groups" of people you will need to
manage in order to have a successful event.

A person in each one of these groups will be present at your event - however, they may all have
different experiences.

Groups are where you can manage those experiences.
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Create New GroupCreate New Group
To create a new group, click the pink "Create New Group" button on the "Create + Manage
Groups" page.

You will be required to enter the Group Name to get started. The dates will automatically
default to the event dates, but can be changed based on this particular groups arrival/
departure dates.

Limit Inventory: You can limit the inventory in each group by sliding the "Limit Inventory" slider
to Yes. This will limit the number of invitations you can allocate and send for this group. If you
want to be able to send an unlimited number of invites, keep the "Limit Inventory" slider at No.

Include (+1): Here you can determine if this group will be able to bring one (or more)
companions. To add companions, slide the "Include (+1)" slider to Yes. Here, you can change
the number of companions a guest is allowed to invite.

Use Group over Event Name: Here you can choose to use the group name instead of the event
name in all guest correspondence (email, registration site, itinerary, etc.).

Then, add all elements that this group will receive - think about it as building their itinerary!
Every group must include at least 1 element!

You have the option to add a custom field while creating the group. The custom field will
appear within a Guest Profile. For example, I can add a field that is labeled "Duties." On each
profile, I would be able to enter the duty of each one of my "Working Staff" guests.
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When you're ready to start adding elements, click "Select an Element" and a dropdown menu
will appear with all of the elements you created for the event. Click on the ones that apply to
this group one by one.

Once you have finished adding all of the elements relevant to this group, you can start
customizing each one individually.

Quantity per Guest - this is how many of that particular element your guest should receive.

Quantity per Companion - this is how many of that particular element your guest's
companion(s) should receive.
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Share Quantity? Slide this slider to YES to share the quantity per guest with all of his/her
companions. Air elements cannot be shared. This will typically be used for hotel rooms.

Allow/Decline? Will the guest be allowed to decline this element and remove it from their
itinerary? This is most commonly used for airfare, ground transportation to/from the airport,
and hotel. If a guest lives close to the event location, they may decline this option and stay at
home and drive to the event themselves.

If the group you are creating is very similar to an existing group, you can choose to clone it by
clicking the double paper icon next to the trash icon for the group you are cloning.
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Then enter the name for the new group and choose the specific group settings that you would
like to clone. Group elements and the event start/end dates will automatically be cloned, but
the other group settings are optional.
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After cloning a group, the new group will appear under "My Groups". You can then click the
group name to make any further edits necessary.
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Customize GroupsCustomize Groups
Once created, all groups need to be customized before you can send invitations. Groups that
are still incomplete will say "Incomplete" next to the group name.

Once you select a group to customize, below is the screen you will be brought to. Always start
with "Customize Event Website", even if you don't plan to use an event website for your event.

After customizing each section, don't forget to "Save & Continue" on the bottom right of the
page!
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Customize Groups - Event WebsiteCustomize Groups - Event Website
You will always start with "Customize Event Website", even if you don't plan to integrate a
website into your concierge.com registration. In this case, simply leave the slider on "No" and
select "Customize Invite" on the bottom right-hand side of the screen.

If you do plan to integrate a website into your event, move the slider to "Yes". If you have
already customized all of the website settings in another group, you can choose to Clone it.
This way you don't have to re-do all the work you have already done!

If not, you will have a few options.

If you are hosting your event website outside of concierge.com, you can enable your website
pages to link to the concierge.com registration page by copying and pasting the code snippet
provided into the header of your website. In addition, all registration or RSVP links must point
to http://concierge-register-url.com. Finally, you will need to enter the full domain address of
your website including the correct prefix (http:// or https://).
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If you are using concierge.com to build and host your event website, slide the 2nd slider to
"Yes". When using concierge.com's website builder, ensure that the registration buttons or
links are pointing to: http://concierge-register-url.com. If this is an invite only group, each
invitee must access your event webpage by clicking the invite.

You can either host the site on concierge.com or choose to use a custom domain. After setting
your domain up be sure to specify the custom URL.

Now you're ready to build your website.
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You can choose to make the group an "Open Registration" group. This means that anyone who
has the link can register for your event.

Note: Open Registration groups cannot include a +1 (companion).
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Customize Groups - CommunicationCustomize Groups - Communication
"Customize Communication", is where you will either build or select your "Invitation Email" and
"Confirmation Email" from the Template Library. This invitation will either link to your Event
Website or directly to the Registration page.

Note: If you have selected a design as your "Master Guest Invites template", it will automatically
populate as your Invitation Email. In the below example, the Invitation Email template was set
as the default, but the Confirmation Email was not.

You can also choose to Clone the emails and settings from an existing group. This way you
don't have to re-do all the work you have already done!

The "Sender Name" will appear in the "From" field of your email communication. All email
communications sent through concierge.com will come from events@concierge.com. The
"Sender Email" will be the Reply-To email address.

If you'd like your guests to receive an email confirmation after they have registered, keep the
"Enable Confirmation Email" slider toggled to YES. If not, slide it to NO.

To make any edits necessary, you can click the thumbnail or "Edit" to be brought into the email
editor.

Then to build the "Confirmation Email", you can "Select from Template Library", start over with
a blank template, or reset to the default.
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Don't forget to "Save Email & Continue" before moving on to Customize Registration.

Curious what the guest experience will look like? Click here to view the entire process - invite,
registration, confirmation and the guest itinerary.
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Customize Groups - RegistrationCustomize Groups - Registration
"Customize Registration" is where you will build the Registration Site. This is where your guests
will go to RSVP.

If you have already built the registration page in another group, you can choose to Clone it. This
way you don't have to re-do all the work you have already done!

First, you'll want to upload a banner image. This will appear at the top of your registration page
(see specs above) and your guest's itinerary.

You can either upload an image file from your computer, or access previously used images
from your concierge.com account.
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Once you have chosen your image, the sizing tool will appear so you can crop or shift your
image as needed. Once your image is positioned properly, be sure to save it!

Now your image will appear under "Banner Image" on the "Customize Registration" page.
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The next step is to customize your guest's registration process.

Would you like to display the group details? If YES, all elements added to this group will be
listed on the RSVP page. Slide the slider to NO if you do not want guests to see what's included
in their experience at the time of registration.

What should your "Accept" and "Decline" RSVP buttons say? They can say a simple "YES" or
"NO", or you can get more creative and have some fun with it!

What color do you want your "Accept" and "Decline" buttons to be? Click on the colored bars to
pull up all of your color options. You can even use the eyedropper tool to pull colors from your
registration banner (or any other assets you have).

Hide element quantity when showing guests each element included in their experience. Slide
the slider to NO if you do want to show guests their element quantity.

Accepted/Declined Display Message - This is what will appear on the screen when a guest
RSVP's YES or NO. When you click in the box, the editor will appear. You can format this
message however you'd like, and even include merge tags from information collected by
concierge.com!
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Decide which of the Personal/Contact/Travel fields you want to collect and are relevant to your
event. If your event does not include any travel, unselect all of the Travel Fields. Any field with
an * next to it means it will be required if you decide to collect it.

Is there data you want to collect but you don't see that field? Create a survey question! When
typing your answer choices, hit enter to save each one.

Should your guests be able to choose more than one answer? If so, slide the slider to YES.

Who should see the survey questions during registration? Just the guest? Or their
companion(s) as well?

Is this question required? If so, slide the slider to YES. Guests will not be able to complete the
registration process until they have answered this question.
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Do your guests need to complete any legal documents? Be sure to upload and format all
necessary legal documents in Account Tools and then add them to groups as needed. Guests
will not be able to complete the registration process until they have completed the required
legal forms.

If you have a group of contest or sweepstakes winners, copy and paste the official rules here so
they can refer back to them while completing the registration process.

Don't forget to "Save RSVP & Continue" before moving on to Customize Itinerary.
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Curious what the guest experience will look like? Click here to view the entire process - invite,
registration, confirmation and the guest itinerary.
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Customize Groups - ItineraryCustomize Groups - Itinerary
"Customize Itinerary" is where you will customize your itinerary (choose the color scheme and
the intro message) and write the email to be sent to guests, linking to the itinerary.

If you have already designed an itinerary in another group, you can choose to Clone it. This way
you don't have to re-do all the work you have already done!

If not, first you'll want to customize your Itinerary Headline and Introduction Message. The
headline will be your "Event Name" ([event.name]) Itinerary by default, but can be changed.
The introduction message will appear at the top of the itinerary, before any element

information. This is where you can highlight any specific information or simply welcome your
guests. You can use merge tags to personalize the message.

You can choose the color scheme for your itinerary by customizing the header bar color and
text color. Click on the colored bars to pull up all of your color options. You can even use the
eyedropper tool to pull colors from your registration banner (or any other assets you have)!

The "You're Here!" and "Time To Go Home" messages will appear just after the hotel element
and before departure air/ground information. You can edit those messages however you
choose or hide them so they do not appear on the itinerary at all.
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The Itinerary Email is what will be sent to your guests with a link to view the itinerary.

You can either select the desired "Itinerary Email" from the Template Library, start over using a
blank template, or reset to the default email.

Note: If you have selected a design as your "Master Guest Itinerary template", it will
automatically populate as your Itinerary Email.
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When you choose to select from the Template Library, all available Itinerary Email Templates
will populate from which to choose.
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Once you have selected or designed the email, you can send yourself a test by clicking "Send
test..."

You will be given the option to specify the recipient email address and which email(s) you'd like
to test.

Note: The invite and itinerary emails will not link to the registration page or itinerary properly as
they are not tied to a specific invited guest. If you want to test the entire RSVP process, you'll
need to send yourself a "real" invite for testing.
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Don't forget to "Save Itinerary & Continue".

Curious what the guest experience will look like? Click here to view the entire process - invite,
registration, confirmation and the guest itinerary.
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Clone Section From Existing GroupClone Section From Existing Group
Cloning comes in very handy when you have multiple groups in your event that will be using the
same (or similar) event website, email invitation, registration page and/or itinerary.

"Clone section from existing group" will be on the right-hand side of the screen under each of
the 4 customize icons. Click on that box and a dropdown with all of the complete groups in
your event will appear. You can choose to clone a page from any of the complete groups.

Once you select which group you are cloning, you will be prompted to "Clone and Save" or
"Clone and Edit". If you "Clone and Save", you will automatically be brought to the next step in
the customization process. For example, if you were customizing the registration page, you will
be brought to the itinerary screen. If you "Clone and Edit", you will see the customizable parts
of that section change, and then you can edit any elements that you need.
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Assigning InvitesAssigning Invites
You'll need to "Assign Invites" for each group before you can send any email invitations. The
host will be the team member responsible for sending invitations and managing a group of
guests. Here you will select a group, assign a host (you or a team member), and allocate (or
limit) how many invites can be sent by that host.

If you limited inventory for a particular group when you created that group, you will be limited
on how many invitations you can allocate here.

The three dots below indicate that invitations have already been allocated for that group. If you
click on it, you can view those allocations.

In order to assign or edit allocations for a particular group, click on the name of that group. If
no allocations have been assigned yet, you will first have to determine who will be the host.
You or a team member. You can have multiple hosts for each group. You'll simply need to add

the allocations for each person individually.

If you will be a host, you'll just need to add your "Allocation" and click "Add Allocation".
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If a team member will be the host, select their name from the drop down menu (only your team
members on this event will populate here) and add their allocation.

As you add allocations, you will see them listed.

If you need to edit allocations, click on the blue number and a box will appear to make that
change. Then click the red check mark to save.
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Remember, you can only allocate as many invitations as you set with "Limit Inventory" when
you created the group. In the example below, the inventory limit is 100.

That inventory limit will be reflected in "Remaining Allocations" and can be split up between
various team members however you choose. In this example, there were a total of 100
allocations for this group, and 50 have already been used, so there are 50 remaining
allocations.
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Merge TagsMerge Tags
Merge tags can be used to help customize various communications with your guests. They
dynamically pull information from both your event and guest information to make your
communications more personal.

For example, when customizing your Registration Page, you can use merge tags in the
"ACCEPTED Display Message". The merge tags being used in this example are the guest first
name, event name and host email.

In order to add a merge tag you need to click into the area you are editing. The editor will
appear with ">_Merge tags" as one of the options. When you click on "Merge tags" a drop down
menu will appear with all of the different merge tags you can include in your message. Simply
select the one you want to add. Make sure to leave the brackets around the field name and
include spaces as punctuation as needed.
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You can also use merge tags when creating a Save the Date or Invitation.

Within the email editor, put your cursor where you'd like the tag included in your text block,
click "Merge tags", and a menu of options will appear. You can scroll through the menu for
more options. In the below example, the "Guest First Name" was added.
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InvitationsInvitations

Page 133Page 133User Guide Menu



How to Send an Invite - One at a TimeHow to Send an Invite - One at a Time
Once you have customized your group and assigned your invites, you are ready to send out
your invitations! Guest information can be uploaded a few different ways. One at a time, via
a bulk import, using salesforce, or by accessing the guest list.

On the "Send New Invites" screen, you'll first need to select a group. You will only see the
groups that you have assigned invites for populate in the drop down menu.

Note: Each guest invited to an event must have a unique email address. The same email
address cannot be invited or saved into the system twice for the same event.

This article is focused on sending an invite one at a time.

Once you have selected the group, you will see the "Add Individual" Box populate. Here you
can enter the guest's Email Address, First Name, Last Name, Company, CC Email (for an
assistant or secretary to be copied on the guest invite), and any data for the custom fields that
you created.
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Once you have added the guest's information, click "Add to Invite List".

The guest name will populate on the Invite List on the righthand side of the screen. The
number of invites you are sending is indicated on the top right of the "Invite List" header bar.
You will also see the number of "Invites Left to Send". This is based on your allocations for the

group you are in.

If you are ready to send your invites, click "Send Now".
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If you want to save your invites to the system but not actually send anything to the guests, click
the "Create Attendee Profiles Only. Do Not Send Invites." box and then select "Save Invites".

You may choose to do this if you already know these guests are coming and you want to
manually RSVP them to the event.

If you are not yet ready to send invites to this guest, you can select "Save as Draft". The invite
will be saved on the RSVP Status page under "Drafts". You can save guests here and then send
them invites when you are ready.

You will receive an email recap once all invitations have been sent, saved or drafted.
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How to Send an Invite - Bulk ImportHow to Send an Invite - Bulk Import
Once you have customized your group and assigned your invites, you are ready to send out
your invitations! Guest information can be uploaded a few different ways. One at a time, via
a bulk import, using salesforce, or by accessing the guest list.

On the "Send New Invites" screen, you'll first need to select a group. You will only see the
groups that you have been assigned invites for populate in the drop down menu.

Note: Each guest invited to an event must have a unique email address. The same guest cannot
be invited or saved into the system twice for the same event.

This article is focused on sending invites by bulk importing your guests.

Once you have selected the group, you will see the "Bulk Import Guests" box darken on the top
right of the screen. Click on that box.
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A pop-up will appear for you to choose the file for upload from your computer. It must be a
.CSV file with separate columns for each field. You must upload an email address for each
guest, but the other fields are optional. You can also upload custom field data here as long as
you added custom fields to the group creation.

When a file has been uploaded properly, you will see all of the columns from the file reflected in
their own box. The column headers from your spreadsheet populate in the maroon boxes
below, and those need to be matched with the correlating concierge.com fields. The names of
the fields don't need to match exactly. For example, your spreadsheet may have said "Last" for
last name, but concierge.com calls that field "Last Name". Just be sure to match the fields
correctly as the data will populate in each guest profile based on what you select.

If everything has been matched and there are no issues with the file upload, the bar across the
top will be green along with all of the column headers.

Note: You can upload up to 1,000 guests at a time. If you upload more than 1,000 guests you
will be alerted that the limit was reached and you will have to split your spreadsheets up into
groups of 1,000.
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In order to match your column headers with the concierge.com field names, click on the white
box and drop down menu will appear. Select the correlating field from the drop down menu.

If there are problems with your file, the bar across the top will be red along with the field that is
creating the problem. In this example, an email address was not valid. If there is an extra
space before or after an email address in your spreadsheet, this error message will appear. Or,
if an email address is not complete, such as jocelyn@concierge (missing the .com), this error
message will appear.

You will need to go back into the file, correct the errors indicated, re-save and re-upload.
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Once all fields have been matched correctly, the bar across the top will turn green.

You will need to choose between "In case of a conflict, information in this spreadsheet will
override guest data already stored in Concierge." OR "In case of a conflict, information in this
spreadsheet will NOT override guest data already stored in Concierge." This only applies for
guests who have been invited to previous concierge.com events and whose information you
may or may not want to update.

Then you can choose to "Save as drafts" or "Save to invite list".

If you select "Save as drafts", the invite will be saved on the RSVP status page under "Drafts".
You can save guests here and then send them invites when you are ready.
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If you select "Save to invite list", the invites will populate on the Invite List on the righthand side
of the screen. The number of invites you are sending is indicated on the top right of the "Invite
List" header bar. You will also see the number of "Invites Left to Send". This is based on your
allocations for the group you are in.

If you are ready to send your invites, click "Send Now".
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If you want to save your invites to the system but not actually send anything to the guests, click
the "Create Attendee Profiles Only. Do Not Send Invites." box and then select "Save Invites".

You may choose to do this if you already know these guests are coming and you want to
manually RSVP them to the event.

If you are not yet ready to send invites to these guests, you can select "Save as Draft". The
invite will be saved on the RSVP Status page under "Drafts". You can save guests here and then
send them invites when you are ready.

You will receive an email recap once all invitations have been sent, saved or drafted.
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How to Send an Invite - SalesforceHow to Send an Invite - Salesforce
Once you have customized your group and assigned your invites, you are ready to send out
your invitations! Guest information can be uploaded a few different ways. One at a time, via
a bulk import, using salesforce, or by accessing the guest list.

On the "Send New Invites" screen, you'll first need to select a group. You will only see the
groups that you have been assigned invites for populate in the drop down menu.

Note: Each guest invited to an event must have a unique email address. The same guest cannot
be invited or saved into the system twice for the same event.

This article is focused on sending invites by uploading guest information from Salesforce.

Once you have selected the group, click "Salesforce Import".
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Read the instructions carefully and then click the red "OK". This will bring you to salesforce so
you can login to your account and gather the guest information that you need.
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How to Send an Invite - Import from Guest ListHow to Send an Invite - Import from Guest List
Once you have customized your group and assigned your invites, you are ready to send out
your invitations! Guest information can be uploaded a few different ways. One at a time, via
a bulk import, using salesforce, or by accessing the guest list.

On the "Send New Invites" screen, you'll first need to select a group. You will only see the
groups that you have been assigned invites for populate in the drop down menu.

Note: Each guest invited to an event must have a unique email address. The same guest cannot
be invited or saved into the system twice for the same event.

This article is focused on sending invites by selecting from the guest list.

Once you have selected the group, you will see the "Add Individual" and "Address Book & Guest
List" boxes populate.

Under "Address Book & Guest List" you will see the names of all guests both in your Address
Book and Guest List. You can choose to select from this list rather than upload new guest
information, or just show the names of the guests on your "Guest List".
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If you want to only show the guests from your Guest List, check the "Guest List Only" box and
those guest names will populate with the blue "Guest List" box to the right of the guest's email
address.

Then you can select all of the guests on that page by clicking the check box at the top left of the
table. Or, you can select them one by one by clicking the check box next to the individual guest
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names. Once you have selected all of the guests you'd like to add on that page, click "+ Add
selected to the Invite List".

Lastly, you can search for a guest name in the search bar and select them that way.

Once selected and added to the invite list, all guest names will populate in the Invite List on the
righthand side of the screen. The number of invites you are sending is indicated on the top
right of the "Invite List" header bar. You will also see the number of "Invites Left to Send". This
is based on your allocations for the group you are in.

If you are ready to send your invites, click "Send Now".
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If you want to save your invites to the system but not actually send anything to the guests, click
the "Create Attendee Profiles Only. Do Not Send Invites." box and then select "Save Invites".

You may choose to do this if you already know these guests are coming and you want to
manually RSVP them to the event.
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If you are not yet ready to send invites to these guests, you can select "Save as Draft". The
invite will be saved on the RSVP Status page under "Drafts". You can save guests here and then
send them invites when you are ready.

You will receive an email recap once all invitations have been sent, saved or drafted.
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Track RSVPsTrack RSVPs
There are a number of ways to track your RSVPs in concierge.com. You can generate reports,
view them on the RSVP Status page, or here, on the Track page.

The Track page has a few sections:

Invite Tracking and Details - You can view the total allocations, number of invites sent, number
of invites drafted and the number of invites remaining for all of the groups in your event.

Element Tracking - You can view all of the elements in your event and the number that have
been Accepted, Pending and Remaining. The Tracking column lets you know how close to your
inventory limit you are (if you set one). The elements with the infinity sign all the way to the
right means that no limit was set.
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RSVP Tracking - This calculates all RSVPs for the event. If you hover over each section the
number of RSVPs for that section will pop up.
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RSVP StatusRSVP Status
The RSVP Status page is where you can see the status of all invited guests. Those with a green
check mark have RSVP'd YES, those with a red X have RSVP'd NO, and those with a blue
question mark are still pending. Pending can mean a number of things in concierge.com.
Click HERE to see the various email statuses from our 3rd Party Mail Sender, SendGrid.

You can sort this list by group or by guest response. In this example this list is sorted to just
show the "VIP" group.

As the host you can also manually change guests RSVPs. There are 2 ways to do this.

1. Click the check mark next to the guests whose RSVP you want to change. Be sure to only
select people together if you plan to change them all to the same status. In this example Livia
and Gerry were selected. When selected, those rows turn light blue. Then another box appears
above the table - "Choose an Action". Here you can mark the selected as "YES", "NO",
"PENDING" or "FORFEIT". You can also delete those guests or resend the invitation email to
them. Once you make a choice, concierge.com will ask you if you're sure you want to make that
change. If you click "Yes: Update Invites", the invites that you changed will jump to the top of
your list.
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2. You can also change a guest's RSVP individually. Hover over their RSVP status icon (the green
check, red X or blue question mark) and "Edit Guest RSVP Details" will pop up. Click that and
you will enter the guest profile where you can change the RSVP and update any guest
information you want. Just be sure to scroll down and SAVE before you click out of that screen.
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How to Send an Invite - From RSVP Status/How to Send an Invite - From RSVP Status/
DraftsDrafts
If you have drafted any invites, you will find them in RSVP Status by selecting the "Drafts" tab.

You can choose to "Send All Drafts" at once, or select individual guests.

To send invites to individual guests, click the check mark next to their names and a "Choose an
Action" field will populate. Here you can choose to Send Selected, Save Invites, or Delete
Selected.
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Invitation Done Processing Email RecapInvitation Done Processing Email Recap
After sending, saving and drafting invites in concierge.com, you will receive an email recapping
the actions that were taken and at what time they were completed. The time defaults to New
York City (ET) time, but you can change that by specifying your timezone in your profile.
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Managing Guests (Attendees)Managing Guests (Attendees)
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What is a Guest Profile?What is a Guest Profile?
Once a guest has RSVP'd "YES" to an event, their name populates in the "Profiles" section under
"Guests". Each guest will have a guest profile, including all of the custom fields, survey
questions, and elements that apply to them and the group they were invited to.

You can easily update personal information in a guest profile by simply clicking on the guest's
name in the table and then "EDIT INFO". A guest's email address is the only field that cannot be
changed as that is how concierge.com identifies each guest.
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You can also upload a Guest Profile Image. This can be helpful when checking guests in to an
event. Click the person icon to upload your image.
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Once you have chosen your image, the sizing tool will appear so you can crop or shift your
image as needed. Once your image is positioned properly, be sure to save it!
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Guest Profile - Communicating with GuestsGuest Profile - Communicating with Guests
IndividuallyIndividually
There are many helpful communication tools within the guest profile. In the below example, a
Guest Profile Image has already been uploaded.

From within the guest profile, you can "Send Itinerary", download the itinerary, view the "RSVP
Link", "Preview Itinerary", "Send Email to Guest", and add a "CC Email".

1. Send Itinerary - Clicking this will immediately send the guest their itinerary.

2. Download Itinerary - This will generate a PDF download of that guest's itinerary on your
computer.

3. RVSP Link - Clicking this will bring you to that guest's unique registration page. You can use
that URL to send to a guest directly if necessary.

4. Preview Itinerary - Clicking this will bring you to that guest's unique itinerary. You can use
that URL to send to a guest directly if necessary.

5. Send Email to Guest - Clicking this will generate a pop up box to send an email directly to that
guest.

6. Add a CC Email - Clicking the plus sign allows you to add a CC Email for that guest. This is
helpful if a guest's secretary needs to be included on event communications.
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You can also add "NOTES" to a Guest Profile. This is helpful for internal use. Click "Add Note" if
you want to make note of something for that particular guest.

You will need to "Select a Note Type" - phone, email, guest, or something general.
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Once added, the system will display the note that was typed, who took it, and the date/time
stamp.
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Editing Elements in a Guest ProfileEditing Elements in a Guest Profile
When in a Guest Profile, you can add, remove, or edit elements as needed.

In the "ELEMENTS" tab, you can uncheck any elements that guest should not receive. For
example, maybe one guest in the group is unable to make the Makeup Master Class. If you
uncheck that element, it will no longer appear on the guests' itinerary.

You can also "Add Additional Elements" by clicking that button and selecting additional
elements from the pull down list. On that list will be any elements created for that event that
were not added to that guest's specific group.
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Any custom elements added to a Guest Profile will have "Custom" next to them. You can
always remove these elements by unchecking the box.
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Adding Flight Information to a Guest ProfileAdding Flight Information to a Guest Profile
You can add an individual's flight information directly in their Guest Profile. Or, you can use the
concierge.com flight import tool.

In the "TRAVEL" section, you can enter the flight date, carrier and number to automatically look
up the flight info. As you begin typing the carrier name, a drop down menu will populate with
options to select.
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The flight options available based on the parameters set will populate. Use the "Select your
flight" picker to choose the correct flight.

Then add the Confirmation Code for each leg and save!

You can also add a flight leg if necessary by clicking "Add a leg".
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Once a guest's flight information has been entered, their confirmation numbers will populate
under "CONFIRMATIONS" on the left-hand side of their guest profile.
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Editing Ground Transportation in a GuestEditing Ground Transportation in a Guest
ProfileProfile
All travel elements that have been added to a group will automatically appear in the "GROUND"
section of the Guest Profile. You can delete them as needed by going back to the "ELEMENTS"
section, or edit the pickup or drop off info within the GROUND section. Here you can also add
the Confirmation Code for that particular guest.

If you have made any changes, make sure you "Save Details".

For Departure Ground Transportation, the pickup time will automatically default to the
"elements setting" determined when you created that element. You can, however, edit that on
an individual level here by unchecking the "Use element setting" and selecting a different
pickup time from the pull down menu.
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Once a guest's ground confirmation numbers have been entered, they will populate under
"CONFIRMATIONS" on the left-hand side of their guest profile.
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Adding Hotel Information in a Guest ProfileAdding Hotel Information in a Guest Profile
You can edit an individual's hotel Room Type and/or add their confirmation number directly in
their Guest Profile in the "ACCOMODATIONS" section. Just be sure to "Save Details"! Or, you
can use the concierge.com "Import Hotel Confirmations" tool.

Once a guest's hotel confirmation number has been entered, they will populate under
"CONFIRMATIONS" on the left-hand side of their guest profile.
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Profiles - Communicating with GuestsProfiles - Communicating with Guests
There are many different ways to communicate with guests in concierge.com.

First, you'll need to determine who you are communicating with. You can select an individual
guest (by clicking the checkmark next to their name), select the entire table (by clicking the
checkmark to the left of the First Name field), or filter by group, attendee type, or search by
name.

Then you can send guests emails, their itineraries, or SMS messages.

In the below example, the table has been filtered to just show guests in the VIP group, which
can then be selected by clicking the check mark next to each individual's name.
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To send an email to guests, click "Send Email."

A pop up, "Send Email To Attendees" will appear. Here you can choose who you'd like the email
to be sent to: the attendees already selected on the previous page, all attendees, attendees by
element, or attendees by group. If you select "Attendees by Element" or "Attendees by Group",
a pull down menu will populate with your options.

Once the recipients have been determined, you can type your Email Subject and Email Text. You
can format your text using the editor, as well as include merge tags as desired.
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There are 2 places to send itineraries on this page.

Page 176Page 176User Guide Menu



If you choose "Send Itinerary" within the Attendee Profiles table, a pop up, "Send Itinerary To
Attendees" will appear. Here you can choose who you'd like the email to be sent to: the
attendees already selected on the previous page, all attendees, or attendees by group. If you
select "Attendees by Group", a pull down menu will populate with your options.

Click "Send Itinerary" to send.

After an itinerary has been sent, you will see the date and time sent appear in the "Itinerary"
column of the Profiles table.

The "Itineraries Sent" box will also update with the number sent.
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If you choose "Send Itineraries" on the top right of the page, a pop up with two sending options
will appear. You can choose to send itineraries to the entire event, or to select groups. Once
you have made your selection, click "Send Itineraries".
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To send an SMS to guests, click "Send SMS."

A pop up, "Send SMS To Attending Guests" will appear. Here you can choose who you'd like the
email to be sent to: the attendees already selected on the previous page, all attendees,
attendees by element, or attendees by group. If you select "Attendees by Element" or
"Attendees by Group", a pull down menu will populate with your options.

Once the recipients have been determined, you can type your SMS Text. You can format your
text using the editor, as well as include merge tags as desired.
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When you select guests, you will see a new option appear - "Bulk Assign Additional Element(s)".
If you click that, you can add additional elements to those guests as needed.
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Managing Travel DetailsManaging Travel Details
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Attendee Travel OverviewAttendee Travel Overview
The Attendee Travel page gives you a helpful snapshot of what travel has already been booked,
what itineraries have been sent, and what still needs to be done. This data is broken down on
the event level and on the individual level (in the Attendee Travel table).

You can also determine your flight import email address, import hotel confirmations, and send
emails and SMS messages to guests.

When you select guests, you will see a new option appear - "Bulk Assign Additional Element(s)".
If you click that, you can add additional elements to those guests as needed.
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Import Flight InformationImport Flight Information
When booking travel for a large group, you can set up a unique email address to which you can
forward all flight confirmations to be automatically imported into each guest's profile.

View all supported travel partners here.

"Click here to create one now." Then enter an event specific name and click "Confirm".
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Now, when booking flights for guests to this event, simply forward the flight confirmation email
to the _______@flights.concierge.com (allure@flights.concierge.com in the example above) and
the flight info will automatically be imported into that guest's profile.

Note: The name in the email must match the name in concierge.com exactly or it will not work.
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Import Hotel ConfirmationsImport Hotel Confirmations
When booking travel for a large group, you can import hotel confirmation numbers as a .CSV,
rather than entering each one individually.

Click "Import Hotel Confirmations".

Here you can upload a spreadsheet with all of your guest hotel confirmation numbers. For a
successful upload, your spreadsheet must be formatted correctly:

• Separate First Name, Last Name, Email Address and Confirmation into their own labeled
columns

• The columns MUST appear in this order
• Save your file as a .CSV

Concierge.com provides a template spreadsheet. Click the "Download a Template .CSV" to
download a correctly formatted document.

Once you have your document formatted in the correct way, click the "Choose File" button and
locate your file.
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If the file is formatted properly, you will see a green bar populate.

You will need to choose between:

In case of conflict, this will OVERWRITE existing hotel confirmations for matched guests.
OR
In case of conflict, this will NOT overwrite existing hotel confirmations for matched guests.

Click the "Add Hotel Confirmations" button to begin the upload.
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Once the spreadsheet is successfully uploaded, you will see the number of "Hotels Booked"
update accordingly.
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Event Check-InEvent Check-In
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Set NotificationsSet Notifications
Setting Notifications dictates if you'd like hosts to be notified when a guest checks in to one of
their events. Hosts (or Team Members) can choose to be notified via email, SMS (or both) upon
concierge.com account creation.

Click "Notification" (next to "Check-In") on the top of the page.

Then click the "Set Notification" button next to each guest. When searching for a guest, you can
filter by group, attendee type, element, host, or guest response. You can also type the guest
name into the search bar.

Or, when you select guests, you will see a new option appear - "Set Notifications To". If you click
that, you can bulk assign the notifications to a particular host.
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Click the drop down menu to select the host you would like to receive an event level Check-In
Notification for that guest (or group of guests).
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Once a host is successfully selected, it "Notify [host name]" will replace "Set Notification".
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Desktop Check-InDesktop Check-In
You can check in your guests on your computer or your mobile device. All devices will
automatically sync with the main server in real time, reflecting the latest actions taken by all
staff members.

To Check-In a guest to the event, click the grey "Check In" button next to that guests name.
When searching for a guest to check in, you can filter by group, attendee type, element, host, or

guest response. You can also type the guest name into the search bar.

When you click the grey "Check In" button, a pop up will appear with that guest name, type, and
a check box. If that is the guest you want to check in, check the box and then click "Check-In
Attendees".
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When a guest has been successfully checked in to the event, you will see the date and time
stamp next to their name indicating when they were checked in.

You can also check guests in to specific Elements by "Filtering by Element". In the example
below, the table has been filtered by only the guests attending the Allure Best of Beauty
Celebration. You can check them in to the celebration by clicking the "Check In" button in the
"Element Check-In" column.

If a guest is checked into an Element but has not yet been checked into the event, they will
automatically be checked into the event (as Micheline was in the example below).
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concierge.com App Check-Inconcierge.com App Check-In
You can check in your guests on your computer or your mobile device. All devices will
automatically sync with the main server in real time, reflecting the latest actions taken by all
staff members.

Login to the mobile app using the same concierge.com credentials as used on the desktop app.

NOTES:NOTES:
The app requires continuous online connection in order to function properly. Error and warning
alerts will notify you should you lose such connection or if a similar issue arises.

The app can sometimes take a few seconds to check a guest in. Please be patient and refrain
from clicking multiple times for such as to avoid potential reverse of action.

The app is updated on the App Store from time to time to allow for new features. If you do not
have automatic updating on, please be sure to check the App Store prior to the event to ensure
your device is using the latest version.

If you have been invited as a team member on other events, you can switch accounts on the
top of the page by clicking "Owner".

Select your event. Once event is selected, the default view shows all guests that have been
invited to the event, irrespective of their RSVP status.

In the guest list view, an event check in button is available (the grey check mark). Clicking it will
check the guest in and change it to blue. A secondary click on a blue button will check the guest
out.

Page 196Page 196User Guide Menu



In this view you can also see the guest's RSVP status.
Green check - YES
Blue question mark - PENDING
Red X - NO

Guests can still be checked in, regardless of their RSVP status.

Using the filter menu drop down, you can filter the guest list based on multiple preferences.
You can also search for a specific guest using the search bar.
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You can click anywhere on the guest's row record to expand their side profile where you'd find
more info about them, as well as be able to check them into the event and all their associated
elements. Checking a guest into an element will automatically check them into the event if they
have not been checked in already.
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To the top left you'd find the reporting dashboard icon. It will give you statistics based on all
guests and those that have been checked in thus far. Reports can also be filtered by several
attributes as well as allow for a specific element view.
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To the top right you'd find the bar code scanning icon. This will allow you to check guests in that
have activity element bar codes. You can use the default device camera to do so, or using the
IPC plug in scanner if available.
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Designing an EmailDesigning an Email
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How to Create an Email - Using an alreadyHow to Create an Email - Using an already
designed email graphicdesigned email graphic
You can design many different emails within concierge.com. Save the Date, Guest Invite, Guest
Confirmation, Companion Invite, Companion Confirmation, RSVP Reminder, or Itinerary Ready
Emails. This can be done from within your event, or in the Template Manager.

Once in the Template Manager, you will select which Template Type you'd like to create, name
that template, and then begin customizing your email. The "Click here to edit text" appears by
default and can be deleted if you are not adding any text to the email.

The editor is broken into 3 main sections - CONTENT, STRUCTURE AND BODY.

When in the content section, you can choose what type of content block you'd like to start with.
If you have an email already designed and simply need to upload the graphic, you'll choose the

"IMAGE" content block.
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You will drag the "IMAGE" block over to the left, into the email and drop it in place.

Then you will browse either within previously uploaded images in concierge.com, or upload a
new file.

Page 203Page 203User Guide Menu



Once your image is placed, you will automatically be brought to the BODY section of the editor.
Here you can adjust the Content area width, and a few other design elements.

Note: Standard email width is 600px, so slide the circle to bring it up to 600px.
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Now click back on your image and the CONTENT section. You will have options to edit your
content.

When creating a guest or companion invite, or the itinerary ready email, the most important
part is the "ACTION" section. Here you will find "Special links". This will link your invitation or
itinerary email to the individual guest registration page or itinerary.

Click Special links - General - RSVP. When complete, you will see [rsvp.url] populate in the Url
bar.
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Or, if you want to add "RSVP Accept" and "RSVP Decline" buttons in the body of your email
(bypassing the guest registration page altogether), you can create buttons in the editor and
then link them accordingly. Click Special links - General - RSVP Accept or RSVP Decline. When
complete, you will see [rsvp.url.accept] and [rsvp.url.decline] populate in the Url bar.

To create buttons, drag the "BUTTON" block over to the left, into the email and drop it in place.
To place 2 buttons side by side, choose the second STRUCTURE option (see below for more

details). Then use the "BUTTON OPTIONS" to modify your button as needed. The default
button will be blue with white font (like the button on the right in the example below). You can
adjust the width, colors, alignment, etc. of the button, and then click on the button itself to
change the text and link the "Special links".
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The STRUCTURE section allows you to build your email with a few different graphics or text
blocks. Select which structure you want, and then drag it to the left to start customizing each
section.
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Once the structure has been placed, specify what type of content belongs in each block. In the
example below, 3 image blocks have been added. Browse and add files as explained above.
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How to Create an Email - Using graphics andHow to Create an Email - Using graphics and
texttext
You can design many different emails within concierge.com: Save the Date, Guest Invite, Guest
Confirmation, Companion Invite, Companion Confirmation, RSVP Reminder, or Itinerary Ready
Emails. This can be done from within your event, or in the Template Manager.

Once in the Template Manager, you will select which Template Type you'd like to create, name
that template, and then begin customizing your email. The "Click here to edit text" appears by
default and can be deleted if you are not adding any text to the email.

The editor is broken into 3 main sections - CONTENT, STRUCTURE AND BODY.

When in the content section, you can choose what type of content block you'd like to start with.
If you have a header graphic already designed, you'll choose the "IMAGE" content block.
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You will drag the "IMAGE" block over to the left, into the email and drop it in place.

Then you will browse either within previously uploaded images in concierge.com, or upload a
new file.
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Once your image is placed, you will automatically be brought to the BODY section of the editor.
Here you can adjust the Content area width, and a few other design elements. In this example,

a footer graphic (the red block) was also added.

Note: Standard email width is 600px, so slide the circle to bring it up to 600px.
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Now you can begin to edit your text. When you click into the text block, a text editor will
appear.

You can adjust the font, size, etc. as needed.

When designing an Itinerary Ready email, you will need to link the email to the itinerary. In this
example, you'll need to link the word "HERE". Highlight the text, then click Special links - General
- RSVP. Your email is now linked! Each individual guest will receive their unique itinerary.
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Merge tags are a great way to help customize an email! In the above example, there are
already 2 merge tags included: event name and host email.

To add a Merge tag, put your cursor where you'd like the tag included in your text, click "Merge
tags" in the text editor, and a menu of options will appear. You can scroll through the menu for
more options. In the below example, the "Guest First Name" was added.
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Viewing TablesViewing Tables
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Viewing TablesViewing Tables
All tables in concierge.com follow a similar format. The default view is always 10 items per
page, and the gear icon on the top right will show you what columns you can view in that
section.

In the below example, you can choose to also display "Type" and "Group" columns by clicking
the "x". Just remember, the more columns you add, the wider the table becomes, so you may
need to scroll to the right to view all data.

If you want to view/select more than 10 guests at a time, you can change the number of items
per page by clicking that pull down menu. You can view (and select) up to 200 guests at a time.

Note: When completing a bulk action for guests, remember that you will need to do it for each
page of guests. When you select all (by clicking the check mark to the left of the First Name),
you are only selecting the guests on that page (in view).
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Images + Graphics SpecsImages + Graphics Specs
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SpecsSpecs
Email graphics (build within concierge.com or upload html) - recommended width is 600 pixels

Banner image (1140px x 287px - .jpeg, .png, .gif, .pdf) for Registration page and Itinerary

Color palate - there are multiple places to customize the colors, such as Registration and
Itineraries, so knowing Hex codes, Pantone or RGB codes for your brand's colors will be helpful.
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Onboarding OverviewOnboarding Overview
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Event Setup GuideEvent Setup Guide

ONBOARDING & EVENT SETUP DETAILSONBOARDING & EVENT SETUP DETAILS

• Create New Event
• Add Location, Start/End Date, Support Links
• (Dashboard Tile Image is only for internal use and will be displayed on your concierge.com

dashboard to help differentiate between your events.)
• Share the Event with Team Members
• Elements - Elements are the building blocks for your event. An element is anything and

everything that will be offered to a single guest, a specific group, or everyone being invited.
Elements show up in chronological order on the guest itinerary (unless you tell
concierge.com to hide the elements).
• Travel elements (air) - any guests coming in via airline travel? If so we will set up a

custom email address for this event so that you may forward the air confirmation email
from the airline/travel partner to concierge.com, where it will be automatically uploaded
to the correct guest. This info will be on each guest's unique itinerary.

• Travel elements (ground) - buses, black cars, etc.
• Hotel elements - name, location and dates for hotel. Provide a template to your hotel to

use for confirmation codes...these will be uploaded in bulk and automatically assigned to
the correct guest. This info will be on each guest's unique itinerary.

• Activity elements any event, activity or experience that you are offering your guests.
• Bonus elements - any elements with no start/end time (such as a gift bag)
• Set inventory limits for elements whenever necessary.

• Upload Guest List and send Save the Date (optional)
• The guest list must be .CSV with all of your attendees- with separate columns for First

Name, Last Name, Email Address and Company Name.

• Groups - Groups are types of guests who will receive a different experience, such as a VIP
dinner, upgraded hotel, unique invitation, etc. The differences between groups can be very
minor, concierge.com allows us to clone groups then make small changes that differentiate
them.
• Assign each group a name and arrival and departure dates.
• Set inventory limits if necessary.
• Determine if guest of each group(s) will be allowed to invite a companion.
• Add elements to each group.
• Add Custom fields if desired (for internal use only, will not appear on guest’s itinerary).

• Customize Event Website (optional), Invitation emails, Registration page and Itinerary.

IMAGES AND GRAPHICS NEEDEDIMAGES AND GRAPHICS NEEDED

• Email graphics (build within concierge.com or upload html) recommended width is 600
pixels
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• Banner image (1140px x 287px - .jpeg, .png, .gif, .pdf) for Registration page and Itinerary
• Landing page graphics (build within concierge.com or upload html) optional
• Color palate - there are multiple places to customize the colors, such as Registration and

Itineraries, so Hex codes, Pantone or RGB codes for your brand's colors.

COPY NEEDEDCOPY NEEDED

• RSVP Button language (YES or NO, or something more creative)
• RSVP message language (for YES or NO RSVPs)
• Itinerary Intro headline and personalized message to guest (use merge tags)
• Itinerary “You’re Here!” message (can be hidden) message to guests, what they should do

upon arrival
• Itinerary “Time To Go Home” message (can be hidden) goodbye message to guests.
• Itinerary Email Subject and copy with link to itinerary.

OTHER INFO NEEDEDOTHER INFO NEEDED

• What personal/contact/travel info do you want to collect?
• Any survey questions you want to add?

LEGAL DOCUMENTSLEGAL DOCUMENTS

• Upload any photo release, affidavit, tax form, NDA, or any other legal form necessary in the
Account Tools section and then link to required forms when customizing the registration
page.
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concierge.com Guestconcierge.com Guest
ExperienceExperience
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RSVP ProcessRSVP Process
Email InvitationEmail Invitation

The email invitation dynamically pulls the "Event Name" into the Subject line.

The "Sender Name" and Reply-To email address are both customizable.

RSVP PageRSVP Page

The RSVP page dynamically pulls the "Event Name" underneath "You have been invited to", in
addition to all elements you have chosen to show on the itinerary. These appear under "Event
Details". You can also hide all event details if you choose.
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You can choose to bypass the RSVP page by putting the "YES" and "NO" buttons directly in the
body of the invitation email. Both the email and the RSVP page will take the guest through the
same process from that point forward.

RSVP "YES" - Registration PageRSVP "YES" - Registration Page
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Registration Field Options for Event Creator + Survey QuestionsRegistration Field Options for Event Creator + Survey Questions

You can unselect any fields that you do not want to collect from your guests. And if there is
other information that you need, you can create a Survey Question!

RSVP "Yes" - CompanionRSVP "Yes" - Companion

When a guest enters their companion's information, concierge.com automatically sends that
person an email invitation to the event. The companion will then go through the same RSVP
process as the guest.
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Registration Complete - Confirmation PageRegistration Complete - Confirmation Page

RSVP "NO" - MessageRSVP "NO" - Message
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Registration Complete - Email ConfirmationRegistration Complete - Email Confirmation

The email confirmation dynamically pulls the "Event Name" into the Subject line.
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ItineraryItinerary
Each guest's unique itinerary is made up of elements.

Sample Activity Element CreationSample Activity Element Creation

In addition to the event details, you can determine in advance what your guests will need to
gain access to your event - otherwise know as "Access Control".

Itinerary EmailItinerary Email

The itinerary email dynamically pulls the "Sender Name" from the name entered when creating
the email invitation.

The email "Subject" is customizable.
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Guest ItineraryGuest Itinerary
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