Website, Registration & Finance Session
This session will provide an overview to all conference attendees regarding three areas: STLF Website, Online Registration, and Financial Decision-Making.  Each area will be covered at a high level, and Chapter Cores will be receiving additional support and info regarding management of these items.
STLF Website
Goal: Familiarize and prepare students to understand and fully utilize resources online – in particular through the Core Site.  Provide overview of Chapter Websites, Tour Search Functionality & Tour Pages (Tour Pages should be a good segue to Cvent).
Core Site Overview:
Walk through site and explain as you go.  Show example.  Be sure to cover the following sections, preferably in this order:
· Login: Log in to the Core Site (Link to login page on bottom right of site).

· Point out the link to create a new account (we will do an example in a few minutes).

· Point out that there is now a forgotten password link to have it reset.
·  Core Home: Use Core Home as a brief talking overview of the contents of the Core Site.
· Show link to Manage Profile (Change info, picture, password, etc.)

· People:  Show list of people.  Improvements such as search and organizing are coming.
· Tour Planning: Houses all Tour information and Itineraries.  VERY IMPORTANT that all Cores are very familiar with this.

· EXAMPLE: Go through and set up an example Tour page (just takes a minute).
· EXAMPLE: Show a full Tour Page and Itinerary from last year to show how it works.

· Resources:  Show list of resources.  Periodic additions will be made.

· Find a Contact: Show functionality of Service and Housing Project Database.  Several hundred more contacts are coming soon, and ability to rate, edit, and delete contacts.

· Create an Account: Show example of how to create a user account.  Have a new user do this.
· Log Out through the left side link in the Core Home section.
· EXAMPLE: Click to create a new account.  Have a new user go through and create their account.  STLF Secret Word is: discover

· People will forget the secret word, so try to drill it into them.
Chapter Website and Tour Pages:
· Chapter Sites: Show the Chapter Site listing and click on one to show an example.  Explain that this site has a content management system and that Chapter Cores have access to log in and manage any and all content related to their site through any web connection.  
· Tour Pages: While on Chapter page, click on a Tour page (Tours and events listed at bottom of Chapter Page).  Also point out the zip code search functionality.  

· Transition to Cvent: Explain that when registration is live, there will be a “Register Now” link from each Tour page to the online registration system.  Transition to Cvent.
Online Registration - Cvent
Goal: Familiarize students with the online registration process from the participant registration/user perspective.  Explain other benefits of system and communicate that additional support will be provided to Chapter Cores regarding back-end management and customization.

Launch Dates:  

· Between October 1 and October 16, 2009

· Chapter Registration Events should be planned with this in mind.

Online Examples and Walkthrough:
· Log in to Cvent

· Visit www.cvent .com, and click on Log In on top of screen.

· Account: STLFMN001; Username: umtc@stlf.net; Password: yeahbud1
· Events Listing: Explain that each Chapter will have access to just their Tours.  There will be only one event listed.  Multiple bus Chapters will have Tour selection within the one event.

· Preview: Click on the event and click preview on the right side of the menu bar.  A new window will pop up with the registration in preview mode.  Go through registration process to show user experience.

· Items to note here:
· Single Bus Chapters will be the same, but just not have the Tour selection in the end.

· Participants can change Tours or cancel and receive refund (less deposit).
· This is all the default settings and info, and customizations can be made.

· Credit Card Processing: STLF National will distribute Tour revenues to Chapters periodically.  If Chapters wish, they can set up a merchant account and have all revenues deposited directly into their own bank account.
Additional Cvent Features (Chapter Core will be managing backend…more support coming):

· Connected directly to Tour page on our website.

· All payments will be made online with credit card.

· Automatic and Customized Email Capabilities.

· Send & manage invitations to prospective participants.

· Track all participant information by bus…no more data entry.

· Health forms and waivers online – no more paper.

· Countless reports of participant information and payments.

· Create discount codes for financial aid recipients.

· Manage wait list once your Tour fills.

Financial Decision-Making
Goal: Provide all bus core and chapter core members a better understanding of good financial management and decision-making regarding the Pay it Forward Tour.  Activity to help foster discussion. 

Activity:
Use finance activity to help bring up possible situations and guide discussions regarding financial management of Tour and good decision-making.
Review Sample Tour Budget:
See Attached for Sample Tour Budget.  Show as example of a full bus budget.  Point out that there are areas to cut costs if your bus is not full.  Discuss importance of budgeting once Chapters know some of their big actual expenses.
Important Items:

· Roles & Responsibilities: Chapter Core is ultimately responsible for financial health of their Chapter.  Bus Cores must work with Chapter Core to ensure for good financial decisions on Tour and financially healthy chapter.

· National Fee: Review National Fee concept and summary.
· Mileage Costs Money: The easiest way to reduce your costs is to travel fewer miles.
· Financial Aid Process: Discuss and know as a Chapter how much financial aid you want to give.  We need to work on a system on our end to streamline this process for everyone, and will be in touch.
