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Abstract

With MicrosoftPartnerEvents.com, members of the Microsoft Partner Program can schedule seminars and
webcasts and enable their customers to sign up for them quickly and easily online. The site provides
sample demos, case studies, and Microsoft PowerPoint presentations, as well as a whole library of
campaign content, to help you put together a great event. It also allows you to easily co-host events with
other Microsoft partners. In this white paper, we explain how to use the various features of
MicrosoftPartnerEvents.com, from accessing your account to creating events to browsing our resource
library.
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Introduction

MicrosoftPartnerEvents.com is a self-service Web site that makes it easy for Microsoft partners to
schedule, prepare, and promote terrific seminars and webcasts for their customers. By creating events
through MicrosoftPartnerEvents.com, you enable your customers to register for events quickly and easily
online. The site also offers a wealth of sample presentation materials covering Microsoft products and
services, and it makes it simple to co-host events with other Microsoft partners.

Our event-registration system actually comprises two Web sites that are connected.
MicrosoftPartnerEvents.com is the site you use to schedule events. ClickToAttend.com is our customer-
facing site--the site your customers use to sign up for events you've created. The latter features a generic
design, without Microsoft branding, to prevent customer confusion. (If we directed customers to a
Microsoft site, it might be unclear who was hosting the event. We want them to know that you and
Microsoft are working together to host the event.)

You must be an active Registered, Certified, or Gold Certified member of the Microsoft Partner Program
to access MicrosoftPartnerEvents.com. The site is intended for Microsoft partners in the United States,
though international partners are welcome to create an account and use the site's features as
appropriate. Microsoft employees who require access should e-mail mpeadmin@microsoft.com.

This user's guide explains how to use the various features of MicrosoftPartnerEvents.com. If you have
any questions that aren't addressed here, please e-mail them to us at mpeask@microsoft.com.

Getting Started

Accessing Your Account

You must be an active Registered, Certified, or Gold Certified member of the Microsoft Partner Program
to access MicrosoftPartnerEvents.com. To sign in to the site, simply go to the
MicrosoftPartnerEvents.com home page and click the Sign In button in the Access Your Account box.

This brings you to a sign-in page. Here, you need to enter the same Microsoft Passport Network e-mail
address and password that you use to access the Microsoft Partner Program site
(http://partner.microsoft.com).

Sign In to Microsoft Partner Events

E-mail address: |

Password:
F

rgot your password?

(=l

] sign me in automatically

Once you've done so, click the Sign In button. This returns you to the home page, now populated with a
left navigation bar, any events you've created, and other personalized information.


mailto:mpeadmin@microsoft.com
mailto:mpeask@microsoft.com
http://partner.microsoft.com/

Note: to begin creating events, you must first enter a privacy statement. To learn how to do this, and why
we require it, please see the next section.

Entering a Privacy Statement

People registering for events at ClickToAttend.com need to understand who is collecting their personally
identifiable information, and what will be done with that information. Because it's a co-branded site
(Microsoft and you, the partner), all partners who use the event-registration service are required to supply
a privacy statement that will appear as part of their event listings, alongside the privacy statement
supplied by Microsoft.

For more information on creating a privacy statement, you're encouraged to consult your attorney and/or
use the following resources:

e A sample privacy statement from the Better Business Bureau at
https://www.bbbonline.org/privacy/sample privacy.asp

e "How to Construct Your Privacy Policy: Privacy Policy Generator" from the Direct Marketing
Association at http://www.the-dma.org/privacy/creating.shtml

Note that ClickToAttend.com does not collect users' IP addresses or any other personally identifiable
information other than what users' knowingly submit through the event-registration form. The only cookies
used are session cookies for partner session timeout.

To enter a privacy statement at MicrosoftPartnerEvents.com, click Personalize This Site in the left
navigation bar. In the lower half of the page, in the Privacy Statement section, enter your statement text in
the field provided. (Note: including images or links as part of your statement text is not supported.)

When you're finished, click the Save Settings button at the bottom of the page.

Uploading Your Company Logo

This feature enables you to have your company logo appear as part of your ClickToAttend.com event
listings and at the top of your MicrosoftPartnerEvents.com home page.

To upload your logo, click Personalize This Site in the left navigation bar. Near the top of the page, in
the Upload Your Logo section (shown next), click the Browse button to find and select the appropriate
image file. Note: the file should be in .jpg or .gif format, and should not exceed 300 x 300 pixels.


https://www.bbbonline.org/privacy/sample_privacy.asp
http://www.the-dma.org/privacy/creating.shtml

Personalize the Site Experience

lize this Site
ere Click here to customize the site experience for people viewing and registering for vour events.
ers
Upload your logo
le
Please use the form below to submit vour company loge. The loge will be used to personalize the registration
pages for your events.
BN Event - . :
Your logo should be in JPG or GIF format and should not exceed 300 x 300 pixels.
Events

portunities
[t Across America
vent Experience

Logo [ | Erowse )

s

e Center L3

-== U JFABRIKAM
pn Center

[t Partner Events

oo I Upload »

Once you're finished, click the Upload button. The page will refresh, and a preview of the logo will appear
to the left.

Entering Your Company Description

It's very important to enter a description of your company when you set up your
MicrosoftPartnerEvents.com account. Your company description will appear as part of your
ClickToAttend.com event listings (as shown in the following screen shot), and will help potential attendees
learn more about your business and decide whether the event is right for them.

SO T TETETI, TV T
8/24/2008 &:30 AM Pacific Time usa
driving directions

General Event Information Microsoftincentivel
Act now.

Featured Products/Topics: Microsoft SharePoint Portal Server, Microsoft Windows SharePoint Services, Microsoft Office
Professional Edition, Microsoft Office Standard Edition, Microsoft Office InfoPath, Microsoft Office OneNote, Microsoft Office
Qutlook

Recommended Audiences: Technology Executives, Teachers, School Administrators

You're invited te attend this free event to learn how Micreseft communicatien and collaboration solutiens address employee
productivity, considered to be today's greatest challenge among organizations of all sizes. Learn how the Microseft Office
System can help impreve communicatien and collaberation in your organization. Register today”

About Fabrikam, Inc.

Lorem ipsum dolor st amet, cons: zcing elit.
tempus felis quis turpis. Ut sagittis. Donec viverra vehicu 5. Nulla vitae tellus. Sed pede. Mauris delor tell
eget, lobortiz nen, feugiat a, eres. Nullam facilisiz mauris. Aenean aliguet nisl eget tortor. Phasellus nec felis. Peliente
habitant morki tristique senectus et netus et malesuada fames ac turpis e . Ut auctor tellus.

stibulum massa id augue. Duis sed purus. Suspen

Register Now »

To enter your description, click Personalize This Site in the left navigation bar. Midway down the page,
in the Company Description section, enter the description text in the field provided. When you're finished,
click the Save Settings button.

Creating an Event

In the Create an Event section of MicrosoftPartnerEvents.com, you can schedule seminars and webcasts
and enable your customers to sign up for them at ClickToAttend.com. Events you create can be based on



a ready-built Microsoft event campaign, or on one of your own previous campaigns. Or, if there isn't an
existing campaign that meets your needs, you can create your own custom event.

Creating a Seminar Based on a Ready-Built Microsoft Campaign
You can create a seminar based on an existing Microsoft campaign in a few easy steps. To start, point to
Create an Event in the left navigation bar, and then click From a Campaign. This brings you to a Create
an Event page. Under Ready-to-Use Content, you can search for the campaign you want in one of three
ways:

e By go-to-market initiative

e By product

e By vertical industry

Select one of these three search categories, click to open the adjacent drop-down menu, and select the
initiative, product, or industry that you're interested in (as shown in the following screen shot).

Create an Event
e this Site
You can create a seminar or webcast using your content or one of our campaigns.
< » Ready-to-Use Content + Custom Event
To create a seminar or webcast use the campaign search If there izn't @ campaign that
feature below. i meets your needs you can
Search for Campaigns i create a custom event.
Ervzm: [ O Go-To-Market Initiative : Create-Custom-Event—»)
i - ;| LCreate Custom Even
ents O Product ;
rtunities ® vertical Industry
Rcross Industries | Select Industry v
obile 4
Frience Show &ll Campaigns
All Industries
CO py EAutomotiue
ICenter Construction
Cistribution )
Center * Select one of {Education Higher Ed py all the event details from the
existing event|Education K-12 tton, you will begin the process of
Center creating an eviFinancial Services be pre-filled and you can then
Partner IEEEN customize youGovernment Federal
Bm Blog Government State & Local
Healthcare
Partner Legal
U= 103251 - (Manufacturing Bolutions %
MNon-Profits

The page will refresh, and any matching campaigns that are found will appear at the bottom of the page,
with the name of the campaign, the related products, and the delivery method (either seminar or
webcast). To learn more about a particular campaign--and, if you wish, create a seminar based upon it--
just click its name to go to the page for that campaign.



cross Industries [ Education Higher Ed i
bbile i
rience
Search Results
[enter M Your search returned 4 matching campaigns.
Center > S
Campaign Related Products Delivery Method
Center . ..
Microsoft Navision
artner IEEEN . . . e Microsoft Dynamics SL : w
m Blog Microsoft Dynamics for the Public Sector Microsoft Dynamics GP Seminar or Webcast
Microsoft Axapta
artner
ome Microsoft Licensing for Education Software Licensing Seminar or Webcast

Microsoft Cffice Professional Edition
Microsoft Cffice Standard Edition

55 Microsoft Office InfoPath
Office Svstemn Solutions for Education Microsoft Office OneMote Seminar or Webcast
roll today () Microsoft Office Cutlock

Microsoft SharePoint Portal Server
Microsoft Windows SharePoint Services

Operational Efficiency for Education Microsoft Windows Server Seminar or Webcast

Here, you'll find an overview of the campaign and/or supplemental content provided by Microsoft that you
can download, such as demos, PowerPoint decks, and marketing and training materials. The page may
also outline the target audience, segment, and industry as well as the featured products or solutions.

To create a seminar based on the campaign, click the Create Seminar link at the top of the page. This
takes you to an Event Focus page containing pre-assigned attributes such as target audience, featured
products, and target industry. These attributes classify the event on ClickToAttend.com and help potential
registrants decide whether the event is right for them.

You can add or remove attributes if you wish; simply press your keyboard's CTRL key and click an
attribute to select or clear it. To select more than one attribute within a field, just press CTRL as you click.

Event Focus
ze this Site
Flease use the following attributes to classify yvour event. Thiz will help potential registrants
= determine if an event is right for them. Selections can be made when the event iz created and
— medified at a later time, if needed.
E Mote: If vou'd like to have an item added to one of the list boxes below, please send your
request to mpeadmin@microscft.com.
hEvent & Target Accounting Professicnals ~
Fvents ..!\udlem:e Administrative Professionals =
[ | (usethe Administrators
portunities CTIR":tke"' to [Benefits Administrators
=eled Business Executives
LTS more than o) ciness Managers
Mobile one Business O 3
perience zudisnce) USIness Lwner —
L Featured Developer Tools - Visual Studio .NET 2003 ~
product Developer Tools - Visual Studic 2005 Express Editions =
Center W fuse the Developer Tools - Visual Studic 2005 Professienal Editicn
s Centar CTRL key to || Developer Tools - Visual Studic 2005 Standard Edition
selact Ceveloper Tocols - Visual Studic 2005 Team System
h Center maore than Developer Tools - visual Studio 2005 Tools for the Microsoft Office
one product) |General Information - Business Growth ns]
Partner IEEEN
kam Blog Target All Industries *~
- Industry || Automotive =
Ha ner (use the Ceonstruction =
ome CTRL k=y to | pistribution
| =sl=ct Education Higher Ed

Once you're finished, click the Next button at the bottom of the page. If you've selected two or more
featured products for the event, you'll be asked to identify the product that will be the primary focus of the
seminar, using a drop-down menu. (Later, you'll have the option to choose an enhanced layout for your



ClickToAttend.com registration page. The custom-content links that appear on that page are based on the
product you select here.)

vents

Event Focus

e this Site
Using the products and topics vou identified in the previous step, please =elect the product or
topic that will be featured in this event.

= Featured Microsoft Office InfoPath v

Product/Topic
In the final step of the eve diEdl dde e L Y out for your
siep " |Microsoft Office Onelote ¥ !

www. ClickToAttend.com re Micrasoft Office Outlook based on your

[

Event - selection. The enhanced IMicrcsth Office Professional Edition
Microsoft Office Standard Edition
ents Microsoft SharePoint Portal Server
——— Next > Microsoft Windows SharePoint Services
pritunities
Boross
iohile

Next (or if you've selected only one featured product), you'll arrive at a My Partners page, which enables
you to select partners from your My Partners list with whom to co-host the seminar, if you'd like.

Some of the most successful events are those done in partnership with another organization. Microsoft
partners who offer consulting services, training services, hardware solutions, software solutions, and
software licensing often have natural synergies that, when brought together, help to create a great event.

To host the seminar by yourself, just make sure that the We are the only partner hosting this event
option is selected and click Next at the bottom of the page. To co-host with another partner, click the We
are hosting this event with one or more additional partners option, and click to select the appropriate
partner from the Partners field below. (You can co-host with up to two additional partners. To select two
partners, just press your keyboard's CTRL key as you click.)

e this Site . . .
Microsoft Partner Events allows you to host events with the support of one or more partners. For this

= event only, please malke a choice below.

rs
Your partners are listed below. You may select up to two additional partners for this event. To select
twao partners, click the first partner and then use CTRL + click to select the second partner.

Event | 3 ® We are the only partner hosting this event.

ents O we are hosting this event with one or more additional partners.

priunities ) )

hcrose Flease note: You do not need to add Microsoft as a partner for this event.

obile

erience

Center @

Center
Center

Partner IGEE o - .

am Elog Please note: Partners who have not completed their Privacy Statement are not eligible to join a
multi-partner event. Their Privacy Statement must be completed before yvou can select them.

Fartner

Home

— Mext »

Note that to be able to select a partner as a co-host, you must first add that partner to your My Partners
list. To learn how to do this, please see the "Managing Your My Partners List" section later in this user's
guide. You do not need to add Microsoft as a partner for your events.



Also, partners must first enter a privacy statement to be eligible to join a multi-partner event. Read more
about this in the "Entering a Privacy Statement" section of this guide.

When you're done, click the Next button. This brings you to a Create Seminar page (shown next) with
event name and description fields that are pre-populated, but that you can customize to fit your needs.

Create Seminar

his Site Selected campaign: Office System Solutions for Education

Start creating your event by completing the form below.

Event Name Fabrikam, Inc. presents: Improved Communication and Collaboration with the Microso
5/16/2006 R
rent W Welcome date & time
8 |[¥||30 % || AM %
ts
iti 5/16/20086 -
umities Start date & time
oss 9 |00 [ AM =
ile
=nce 5/16/2006 -
End date & time
12 |3 |00 & || PM &
nter
Time zone Select... w
enter  w
lenter Customize the description for your event below.
rtner IEEEN =0 g5 g ===1=:=
ol sxoc@====E
[tner
ne You're invited to attend this free event to learn how Microsoft communication and
collaboration sclutions address employee productivity, considered to be today's
greatest challenge among organizations of all sizes. Learn how the Microsoft
i £, + faoml & DT A

Here, you need to assign welcome, start, and end dates and times for the seminar, as well as a time
zone. The welcome time is the time attendees are recommended to arrive in order to check in and get
settled so that the event can start promptly.

Note: we recommend that you schedule events four to six weeks out; that way, you allow yourself enough
time to plan and execute a great event, and you give your audience time to register.

In addition, if you'd like, you can set a maximum number of attendees. If no cap is needed, you can just
leave this field blank. (People who try to register for an event after the maximum has been reached are
told that registration is closed due to the event's popularity. However, they are encouraged to contact you
for more details, and they're provided with your contact information.)

Once you're finished, click the Next button at the bottom of the page. This takes you to a Location
Information page, in which you'll indicate where the seminar is going to be held. Click to open the Venue
Type drop-down list box and select either the appropriate Microsoft facility or Custom Location if the
event is being held somewhere else.



Location Information

this Site Complete your seminar by supplying the location information.
t automatically eserving

= ontact the Mi

mpeask@microsoft.com

Venue Type | Microsoft Corporation(Bellevus, WA) v
ELEE L Venue name |
=nts

Address |
rtunities |
cross
bie city |
rignce

State/Province
enter B Postal Code
Center M Country | |
Center Phone
artner IEEA | uRL | |
m Blog
artner
me Preview »

If you select a Microsoft location, the name, address, and other fields will fill in automatically; if it's a
custom location, you'll need to enter this information. Note that ClickToAttend.com automatically provides
driving directions to the location, based on the address you indicate here, using Microsoft MapPoint
technology.

Next, click the Preview button, and you'll see how your event listing will appear on ClickToAttend.com.

—— Seminar Preview
is Site
Please review the details for your event below. You can choose between a simple or enhanced layout for your
registration page. The links shown in the enhanced layout are based on your Featured Product/Topic. You can
make changes to this setting later on by selecting Edit Event.
Custnmizatinnsl
I MICROSOFT EVENTS (o (L >
nt - w Use custom contact information >
i Fabrikam, Inc. presents: Microsoft Office Hide from Search >
hities - . InfoPath
Improved Communication and * Product Information Hide Driving Directions >
EE * Demos
= i i i * How to Buy Disable Reminder Messages >
i Collaboration with the Microsoft * Howwsw
Ofﬂ ce Syste m Alternate registration >
= b Microsoft Office
ter M System
* Office Onling
ter . [
er [EEEN .
log
g FABRIKAM
3
This event hosted by:
. Eabrikam, Inc.
Ranictac bl =l Scoft Bishon

As a new feature at MicrosoftPartnerEvents.com, you're now able to choose either a simple layout or an
enhanced layout for your event's ClickToAttend.com registration page.

The simple layout displays the name of the event; the date, time, and location of the event; the event
description; and other basic information. The enhanced layout includes these elements as well as links to
pertinent Microsoft product information and demos.

To switch from an enhanced to a simple layout or vice versa, in the Customizations box that appears to
the right, click Page Layout, then click the appropriate option button. The page will refresh, and the
layout you've chosen will appear to the left.

The Customizations box offers other options as well. To assign another user associated with your
MicrosoftPartnerEvents.com account as the contact for the event--the person listed on the registration
page whom customers can e-mail with questions--click the Use Custom Contact Information link, then
select the appropriate user from the drop-down menu that appears.
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To exclude your event listing from ClickToAttend.com's search engine, so that you need an Event Code
or direct link to access it, click Hide from Search, then select the check box that appears. To exclude
MapPoint's driving directions from the listing (say, if they're inaccurate or nonexistent), click Hide Driving
Directions, then select the check box.

To disable reminder messages--so that people who register for your event receive only a confirmation e-
mail and no follow-up reminder e-mails--click the Disable Reminder Messages link, then select the
check box that appears. (Note that you should only select this option if you intend to remind registrants
yourself by phone or e-mail. If you select this option but decide later that you'd like e-mail reminders sent
after all, you can always clear the check box.)

The last link in the Customizations box, Alternate Registration, enables you to give customers the option
to register for the event by phone or e-mail, rather than register through ClickToAttend.com. By clicking
Alternate Registration and selecting the check box that appears, your registration phone number and e-
mail address will appear as part of your ClickToAttend.com registration page.

Hide from Search >
Hide Driving Directions >
Disable Reminder Messages >
Alternate registration L4

DE'_T- checking thiz bowx registrants will see the
e-mail address and/or phone number you
provide for registration purposes. If the
www.ClickTosttend.com users are unable to
create an account an www.ClickToAttend.com,
they will then be able to contact vou to reaister.

Additional options appear at the bottom of the page. If you wish to make changes to the listing, click the
Edit Event button, which takes you back through the steps described above. To cancel the event, click
Cancel Event. If you'd like to save your listing but activate it for registration at a later time, click Save,
Activate Later.
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Finally, to save your listing and activate it for registration on ClickToAttend.com, click the Save and
Activate button. This brings you to an Event Created page containing the Event Code for the seminar as
well as a direct link to the event listing on ClickToAttend.com. Providing your customers with either or
both of these--say, in an e-mail, on a Web site, or in a direct-mail piece--enables them to go the listing on
ClickToAttend.com and register for the event.

Creating a Custom Seminar

If no existing seminar campaigns meet your needs, you can create a custom seminar. Just point to
Create an Event in the left navigation bar, and then click Custom Event. At the resulting page, select the
Seminar delivery method and click Next.

nt Custom Event
cnalize this Site Fleaze =zelect the delivery methed for your custom event. After specifying the delivery method, you will
be wallked through the rest of the event creation steps.
Users
artners R
) Delivery Method @ seminar
rofile Webcast
s Next »

te an Event >

Bge Events

You'll arrive at an Event Focus page, where--as described above, in the "Creating a Seminar Based on a
Ready-Built Microsoft Campaign" section of this guide--you can assign attributes to classify the event on
ClickToAttend.com.

Once you're done, click Next, and if you've selected two or more featured products for the event, you'll be
asked to pick the product that will be the primary focus of the seminar, using a drop-down menu. Then (or
if you've selected only one featured product), you'll come to a My Partners page, where you can elect to
host the seminar either by yourself or with other Microsoft partners.

Click Next again to advance to a Create a Seminar page, in which you may modify the name of the
seminar, enter a description, and assign dates, times, and other information, as described above.

To continue, click Next, and you'll come to a Location Information page, where you must either assign a
Microsoft venue as the site of the event or enter a custom location. (Note: choosing a Microsoft venue
does not automatically reserve it. You are responsible for reserving the venue. For more information on
how to do this, please contact the Microsoft Partner Events team at mpeask@microsoft.com.)
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Finally, to see what your event listing will look like on ClickToAttend.com, click the Preview button. From
there, you can customize your registration-page layout, save and activate the listing, or perform other
actions as described above.

Creating a Webcast Based on a Ready-Built Microsoft Campaign

Point to Create an Event in the left navigation bar and click From a Campaign to go to the Create an
Event page. Following the steps described above, in the "Creating a Seminar Based on a Ready-Built
Microsoft Campaign" section of this user's guide, search for the campaign you want by assigning the
appropriate criteria, then, at the top of the page for that campaign, click the Create Webcast link.

This brings you to an Event Focus page with pre-assigned event attributes that you can modify as
outlined above. Once you're finished, click Next, and if you've selected two or more featured products for
the event, you'll be asked to pick the product that will be the primary focus of the webcast, using a drop-
down menu.

Then (or if you've selected only one featured product), you'll arrive at a My Partners page, where you can
elect to host the webcast either by yourself or with other Microsoft partners.

Clicking Next again takes you to a Create Webcast page, with event name and description fields that are
pre-populated, but that you can customize to fit your needs. You're also asked to assign dates, times, and
other information. We recommend a welcome time of about 15 minutes prior to the start of the webcast.
Also note that selecting a time zone here is particularly important, since people in many different parts of
the country or the world may participate in the webcast.

Once you're finished, click Next. Here, you can enter any video or audio information customers will need
to attend the webcast: the attendee URL, a meeting ID, a passcode, et cetera, as shown in the screen
shot below.
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Finally, to see what your event listing will look like on ClickToAttend.com, click the Preview button. From
there, you can customize your registration-page layout, save and activate the listing, or perform other
actions as described above.

Creating a Custom Webcast



If no existing webcast campaigns meet your needs, you can create a custom webcast. Just point to
Create an Event in the left navigation bar, and then click Custom Event. At the resulting page, select the
Webcast delivery method and click Next.

You'll arrive at an Event Focus page, where--as described above, in the "Creating a Seminar Based on a
Ready-Built Microsoft Campaign" section of this guide--you can assign attributes to classify the event on
ClickToAttend.com.

Once you're done, click Next, and if you've selected two or more featured products for the event, you'll be
asked to pick the product that will be the primary focus of the webcast, using a drop-down menu. Then (or
if you've selected only one featured product), you'll come to a My Partners page, where you can elect to
host the webcast either by yourself or with other Microsoft partners.

Click Next again to advance to a Create a Webcast page, in which you may modify the name of the
webcast, enter a description, and assign dates, times, and other information as described above. To
continue, click Next, and you'll advance to a page where you can enter any video or audio information
customers will need to attend the webcast: the attendee URL, a meeting ID, a passcode, et cetera.

Finally, to see what your event listing will look like on ClickToAttend.com, click the Preview button. From
there, you can customize your registration-page layout, save and activate the listing, or perform other
actions as described above.

Copying One of Your Own Existing Events

You can create an event based on one of your own previous events. Just point to Create an Event in the
left navigation bar, and then click Copy Existing.

This brings you to a Copy Event page. Simply select the campaign you'd like to copy from the drop-down
list, and then click the Create button. From there, the site leads you through the steps to create a seminar
or webcast, as described above in the "Creating a Seminar Based on a Ready-Built Microsoft Campaign”
and "Creating a Webcast Based on a Ready-Built Microsoft Campaign" sections of this guide. You can
customize the event as you like and assign start and end dates as you go.

Managing Events

Once you've created an event on MicrosoftPartnerEvents.com, a Manage Events box will appear in the
center of the MicrosoftPartnerEvents.com home page.
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Here, you can see lists of any active, inactive, past, or canceled events you may have, along with the
owner, Event Code, status, date, time, and number of registrants for each event. You can also go to an
event's ClickToAttend.com listing by clicking its Event Code.

In addition, the Manage Events box enables you to edit and cancel events, view event registrants, add
registrants by hand, and access event resources such as demos, marketing templates, and
presentations.

Editing or Canceling an Event

To edit an event, find the listing for it in your Manage Events box, point to the Actions link, and then click
Edit/Cancel Event.

This brings you to a preview page for the event--similar to the one you saw when you created it--with a
Customizations box to the right, offering a series of options described in the "Creating an Event" section
of this user's guide. These enable you to modify the layout of the ClickToAttend.com registration page,
exclude the event from ClickToAttend.com's search engine, hide driving directions, and perform other
tasks.
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Further options appear at the bottom of the preview page. If you wish to make changes to the listing, click
the Edit Event button, which takes you back through the steps described in this guide's "Creating an
Event" section. (An e-mail will automatically be sent to those who've registered for the event, informing
them of the changes.) If the event's inactive, and you'd like to activate it, click Save and Activate.
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The page also enables you to cancel the event if you wish. To do so, click the Cancel Event button.
You'll arrive at a Cancel Event page, where you need to enter the reason for the cancellation and a
message that will be e-mailed to the registered attendees informing them of the cancellation. When you're
finished, click Cancel Event. This produces a dialog box that says, "Are you sure you want to cancel this
event?" Click OK. (Note: this action cannot be reversed.)



Viewing Registrations

To see who's registered for a particular event, find the listing for the event in your Manage Events box,
point to the Actions link, and click View Registrations. This takes you to a Manage Registrants page
with a list of the registered attendees for the event, including their names, e-mail addresses, and
companies; the dates and times they registered; and other information.

To delete an entry, click the Delete link. Note that this function is designed for deleting duplicate entries
and cleaning up the registration list--not for un-inviting registered attendees. Customers do not receive
any sort of notification if or when they're deleted from an event (and so are still as likely to attend).

If it's an event that's already occurred, you may indicate whether a customer actually attended by using
the Attended drop-down list to the left and clicking the Update Attendance button at the bottom. The
page also enables you to export the attendees list as an Excel spreadsheet. To do so, click the Export to
Microsoft Excel link.

In addition, the page provides links that allow you to add a single registrant to the event or upload multiple
registrants--features described in the "Adding Registrants" section below.

Adding Registrants

Sometimes, customers prefer to register for an event by phone or e-mail, or partners opt to register
customers themselves by hand, rather than having them register through ClickToAttend.com.

To add such registrants to an event, find the listing for the event in your Manage Events box, point to the
Actions link, and click Add Registrants. This brings you to an Add Registrants page. If you're adding
just one registrant, the page provides a series of fields for you to fill out on his or her behalf: name,
address, e-mail address, phone number, et cetera.
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Please tell us how you heard about this event:

It also sports a series of check boxes, at the bottom, indicating whether Microsoft or the partner may
contact the customer with information about pertinent products, services, or events. Select or clear these
boxes as appropriate. When you're finished, click the Register Now button at the bottom of the page.



Microsoft may send me pertinent security, product and event information via:
Business Address

Email Address

Business Phone Number

[ Microsoft Partners may contact me with information about their products, services and events.

This =ite is jointly operated by Microsoft and Fabrikam, Inc.. &ny personal information we collect from you
on thiz site may be shared between Microsoft and Fabrikam, Inc.. For complete information on the data
collection and use practices of each company, please read the full privacy statements by clicking on the
links below.
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By using this co-branded site, you consent to the sharing of information between Microsoft and Fabrikam,
Inc.and to the data practices described in the privacy statements listed above.
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If, on the other hand, you'd like to add multiple registrants to the event, click the Upload Multiple
Registrants link at the top of the page. At the resulting page, toward the bottom, click the Registrant
Upload Template link to download the Microsoft Excel Registrant Upload Template. Note that all required
fields in this Excel spreadsheet must be filled in, and any yes/no fields must be marked with a "1" for a
yes and a "0" for a no. (Otherwise, they'll default to no.)

Once you've finished your spreadsheet, use the File to Upload function on this page to find the file on
your desktop and upload it to MicrosoftPartnerEvents.com. The registrants will be added automatically to
the event.

Accessing Event Resources

To access demos, PowerPoint decks, and other support materials to help you execute a great event, find
the event listing in your Manage Events box, point to the Actions link, and click Event Resources. At the
resulting page, to download a file, simply click the appropriate hyperlink and open it or save it to your
desktop.

Hosting a Microsoft Across America Truck

New to MicrosoftPartnerEvents.com, the Microsoft Across America program offers partners an exclusive
participation opportunity and can help you take your events to a whole new level. Our trucks--each
outfitted with the latest Microsoft software and a highly trained Microsoft Technology Specialist--are now
available for use by our partners for their events, subject to availability.

As part of the deal, Microsoft provides:

e One of seven Microsoft Across America 42-foot trucks, loaded with Microsoft software and
partner hardware and software, featuring Cisco Systems, Hewlett-Packard, and Intel

¢ A highly trained Microsoft Technology Specialist to assist with live presentations and
demonstrations aboard the truck

e Support from an experienced Microsoft Event Manager to help you plan your event

e Optional consultation services to help you develop sales, marketing, and public-relations plans for
your event



By hosting a Microsoft Across America truck, you agree to:

o Either plan a high-impact event focused on small and midsize business customers or host the
truck at an existing event like a trade show or conference

e Actively market and drive demand for your event
e Engage local media to promote your event, with Microsoft support, as appropriate

e Collect leads, provide sales follow-up, and report sales results back to Microsoft to help measure
the effectiveness of your event

In addition, by hosting a truck, you agree to pay for any associated costs including, but not limited to,
permits, parking fees, security services, show space, food and beverages, and giveaways.

You can apply to reserve a Microsoft Across America truck in six simple steps. First, click the Microsoft
Across America Trucks link in the left navigation bar. At the bottom of the resulting page, click the Next
button. This takes you to an availability page, where you can determine when or whether a truck will be
available in your area.
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Microsoft Across America Mobile Event Experiences can be one or more days long and you can use

1|t|'es . this tool to schedule a truck when it is in your area.

ES AMErca

To get started, enter a zip code where your event will take place then click 'Search’ to determine
when a truck might be available in your area.

Zip Code

Search >

Type your Zip Code in the field provided and click the Search button. The subsequent page will list the
dates a truck is available. (If no trucks are available, you can contact the Microsoft Partner Events team at
mpeadmin@microsoft.com to learn more about requesting a truck for your area.)

To choose a set of dates, click the Select button to its right. Then, pick a start date for your event by
clicking that date in the calendar that's provided. The page will refresh, and you'll be asked to indicate
how many days the event will last, using a drop-down list. Once you're finished, click Next.
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This brings you to a Schedule Times page, where you'll choose the times your event will start and end
each day. Click Next again, and you'll have the opportunity to review your invitation to apply for a
Microsoft Across America truck, and what you're agreeing to do by submitting the application.

¢ »| Review Event Invitation to Apply
ities You're invited to apply to use the Microsoft Across America Mabile Event Experience.
< America | Microsoft Across America Mobile Event Experience
You're invited to apply to use the Microsoft Across America Mobile Event Experience. The Microseft Across America Mobile Event Experience is a fully outfitted technology
center on wheels that will be available to partners and custormers outside the venue at which Microsoft Across America events are being held. This opportunity offers
- w| partners 3 unique way to engage customers and demonstrate solutions in 3 hands-on environment. The goal is to give customers the right mix of value and vision and to
give you a valuable resource that can be used to close deals and stimulate new sales opportunities. How you Use your time on the vehicle s up to you. You can to mest with
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er
%E"e"“s By completing this event application, you agree to the following, should your application be accepted:
e Program
Planning
\/ You agree to plot your event strategy, build your event team, define roles and responsibilities, draft timelines, and selact an event location.
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You agree to create a “can't miss” event, build an audience, map your demand generation plan, sign up customers and prespects for the event,
/] confirm their registration, and remind them to attend the event.

If you accept the terms of the invitation, click the | Accept button at the bottom of the page, and you'll
come to a Location Details page, where you provide details about the event you intend to host, including
the name of the event, where it'll be held, the expected attendance, and appropriate contact information.

Once you're finished, click Next. This takes you to an Event Team page, where you'll assign appropriate
marketing, presentation, and alternate contacts, choosing from drop-down lists of users associated with
your account.

Click the Next button, and you'll be given the option to consult with members of the Microsoft Partner
Events team to develop sales, marketing, or public-relations strategies for the event--free of charge.



» Consultation Services

The Microsoft Partner Events Team offers the services of cur own team members to
. consult with you on your event in the area of marketing, public relatiens, and solution
America sales.

ties

Cur team can assist in the development of yvour event marketing plan, public relations
approach, sales offers to extend to customers at the event, az well as recommend
- resources and programs to assist with execution, and provide general advice as needed.

kr ® | The consultation services are offered to you, free of charge.

Er If you would like to consult with our professionals, please check the box next to the
desired consultation(s].

r Events
DYEE,. I'd like a Marketing and/or Public Relations consultation to help develop or add to
r Program my demand generation plan for this event.

DYES,. 1'd like a Sales consultation to help develop strong call-to-action offers for my
event.

Mext »

day | )

To accept, select the appropriate check boxes and click Next. Finally, you'll arrive at an Event Summary
page, where you can review the details of your proposed event. If everything looks correct, click the
Finish button at the bottom of the page to submit the application.

An Event Manager will contact you within one business day to discuss the details of the request and
determine whether Microsoft will be able to approve it. If you have further questions about Microsoft
Across America or an application you've submitted, please contact mpeask@microsoft.com.

Managing Your My Partners List

Some of the most successful events are those done in partnership with another organization. Microsoft
partners who offer consulting services, training services, hardware solutions, software solutions, and
software licensing often have natural synergies that, when brought together, help to create a great event.

To co-host an event with another Microsoft partner, and include that partner as part of the
ClickToAttend.com event listing, you must first add the partner to your My Partners list.

Adding a Partner to Your My Partners List

To add a partner to your My Partners list, click My Partners in the left navigation bar. Click the Click here

to Add a Partner link near the center of the page. This takes you to a separate page (shown next), in
which you enter the partner's e-mail address and click Submit.

Add Partner
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The page will refresh, and, if a match is found, the partner's name and location will appear at the bottom
of the page. To add the partner to your list, click the Add to My Partners link to its left. This automatically
returns you to the My Partners home page, where, in the Partners field, your newly added partner will
appear.

If no match is found, please contact the partner and make sure you're using the e-mail address
associated with the partner's MicrosoftPartnerEvents.com account.

Note: partners who haven't entered a privacy statement are not eligible to join a multi-partner event. Their
privacy statement must be completed before you can select them.

Removing a Partner from Your My Partners List

To remove a partner from your My Partners list, click My Partners in the left navigation bar. Click the
Click here to Remove a Partner link near the center of the page. This takes you to a separate page with
a list of your partners. Identify the partner you'd like to remove and click the Remove from My Partners
link to its left.

Browsing the Campaign Center

Also accessible through the Create an Event section of the site, the Campaign Center is a virtual library of
ready-built event campaigns around which you can model your events.

Each campaign features a campaign overview and/or supplemental content provided by Microsoft that
you can download, such as demos, PowerPoint decks, and marketing and training materials. Each
campaign may also indicate the target audience, the target segment, the target industry, and the featured
products or solutions.

To browse the Campaign Center, click Campaign Center in the left navigation bar. You can browse
campaigns one of three ways:

e By go-to-market initiative
e By product
e By vertical industry

Once you've clicked the appropriate option button, click to open the drop-down menu below, and select
the initiative, product, or industry you're interested in (as shown in the following screen shot).
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The page will refresh, and any matching campaigns that are found will appear at the bottom of the page,
with the name of the campaign (hyperlinked), the related products, and the delivery method (seminar or
webcast). To see details and supplemental content for a particular campaign, simply click its name.

The corresponding page also allows you to create a seminar or webcast based on that campaign. To
learn more about creating an event, please see the "Creating an Event" section of this user's guide.

If there's campaign content you want but don't see in the Campaign Center, please e-mail us as
mpeask@microsoft.com, and we'll do our best to supply it.

Browsing the Resource Center

In our Resource Center, you'll find a wealth of materials and information, from expert articles and
marketing tips to Microsoft product images and case-study videos. All are designed to help you make the
most of MicrosoftPartnerEvents.com, your relationship with Microsoft, and your business.

The Resource Center is divided into four sections. The Expert Zone features articles from industry experts
like Mac Mclntosh, Robin Robins, and Peter Cohan to help you plan, market, and execute great events.
Get tips on generating sales leads or creating killer PowerPoint presentations.
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In the Marketing Zone, you'll discover articles, strategies, and templates to help you effectively promote
your event, with topics such as crafting an elevator pitch, marketing on a shoestring, and writing effective
event descriptions. The Multimedia Library offers Microsoft product images and logos, case-study and
scenario videos, and other resources to supplement your presentation, as well as information about
Microsoft's Technical Demonstration Toolkit, available exclusively to Certified and Gold Certified partners.

L]
L]
| m Bullet Points Kill (Effective Communication)
.
.
.
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Finally, in Frequently Asked Questions, you'll find answers to questions about the
MicrosoftPartnerEvents.com site, creating events, entering a privacy statement, additional event services
offered by Microsoft, and other topics.

To access the Resource Center, simply point to Resource Center in the left navigation bar, and then
click the appropriate hyperlinks (Overview, Expert Zone, FAQ, etc.) to see resources of interest.

Browsing the Readiness Center

The Readiness Center is designed to help you plan and execute successful events. It offers a series of
trainings that walk you through the process of organizing an event, along with templates, timelines,
checklists, and other handy tools. Additional resources help you fine-tune soft skills such as marketing,
sales, and presenting and show you how to improve the quality of your leads.

Readiness Center
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To access the Readiness Center, simply point to Readiness Center in the left navigation bar, then click
the appropriate hyperlink to advance to the area you want, whether it be pre-event, day-of-event, or post-
event resources.

Viewing the Microsoft Partner Events Team Blog

A recent addition to MicrosoftPartnerEvents.com, the Microsoft Partner Events Team blog features news
bits, tips, site updates, event ideas, and so-called "Pointless Posts"--all provided to help partners make
the most of MicrosoftPartnerEvents.com and their relationship with Microsoft.

To see the blog, simply click the Microsoft Partner Events Team Blog link in the left navigation bar. You
can also subscribe to the blog's RSS feed (using Internet Explorer 7.0 or another reader) by clicking the
RSS graphic, located next to the Microsoft Partner Events Team Blog link in the left navigation bar.

Viewing Active Users

To see a list of users associated with your MicrosoftPartnerEvents.com account, click View Users in the
left navigation bar. The resulting page shows users' names, job titles, e-mail addresses, locations, and
phone numbers.

Active Users

ize this Site

e The following users are part of this Microsoft Partner Events account.
ers
= Bishop, Scott Project Manager | scott@fabrikam.com Redmond | Wa (555) 555-1212

Hance, Jim lim@fabrikam.com
n Event | J

Events

The page also lists any users who are members of your Microsoft Partner Program account but aren't yet
using MicrosoftPartnerEvents.com. To invite a member to use the site, find him or her in the list and click
the Invite link to the right. Instructions on how to access MicrosoftPartnerEvents.com will be included in
the invitation e-mail.

Note: you can add users to your MicrosoftPartnerEvents.com account, edit existing user information, or
delete users at http://partner.microsoft.com.

Viewing and Updating Your Partner Profile

To see your Partner Profile, click My Profile in the left navigation bar. Here, you'll be presented with a
form (shown next) that shows your Partner Program Level, your company name and address, and other
account information.


http://partner.microsoft.com/

Partner Profile
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- Update your partner profile at http://partner.microsoft.com
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Partner Info
Event > Partner Program Level Gold Certified Partner
Partner Program ID o
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If you do not have a Partner Central account, e-mail the Partner Central
Support team to request access.
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Company
Display Name Fabrikam, Inc.
Center L
Address 1 Micro=zoft Way
Center L3
City Redmond
Center
State/Province Wa
Partner Events | d _
g .m Postal Code 98053
Partner Program Country Usa
Telephone Number (555) 555-1212
Eax I {555} 555-121

The form allows you to change your company's display name and Web site as well as your preferred
contact e-mail address and phone number. It also enables you to identify preferred event locations.
These preferences will be used to customize event opportunities, event calendars, and other features of
the site, and can be changed at any time.

|Preferred Event LDcationsl

Please set your Preferred Event Locations below. Your preferences will be used to customize
event opportunities, event calendars, and other features of the =ite. You can make changes to
these settings at any time.
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Finish »

When you're finished, simply click the Finish button at the bottom of the page. Note: you can make
further changes to your Partner Profile at http://partner.microsoft.com.

Resetting Your Password

If you've forgotten your password, and you need to reset it, just start by clicking the Sign In button on the
MicrosoftPartnerEvents.com home page. On the subsequent page, click the Forgot your password? link
below the Password text box. Then, in the boxes provided, type your e-mail address and the characters
shown in the picture and click Continue.

This brings you to a Microsoft Passport Network page. Simply click the Send Message button, and you'll
receive an e-mail with further instructions to help you reset your password.


http://partner.microsoft.com/

Signing Out

To sign out, simply click the Sign Out button that appears in the top right corner of each page. This ends
your session.



