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Objective: Batch Registering People for an Event Using a Filter in the People/Listing.

Scenario: You have a group of People in your People/Listing that you would
like to Register for an Event. For this tutorial, we will Register all People that
have an Affiliation at My Hospital for an upcoming Event. Familiarizing
yourself with the Tutorial - Filtering: Getting Started, will assist you with this
tutorial.

Step 1: The first thing you will do is find the System ID for the Event that you
want to Register People. Click the Events tab. Click the Find Event
binoculars. Choose the Event. Click the Listing tab. (Fig. A)
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Step 2: Using the scroll bar at the bottom, go to the right and note the
System ID (20465). Click the People icon. (Fig. B)
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Step 3: Click the Listing tab. Click the Find Filter Binoculars and select your
personal filter. Click twice on My Hospital. (Use the Affiliation of your choice)

(Fig. C)

) CME Web Tracker Staff Edition - - - AceSys Technology Group [ User: ccadmin ] - - - Microsoft Internet Explorer

cMEW EBRACKER™
FPortal fo pour OME Offfce
l:]ecm e £
—
General Speaker Credits Reqistered Listing Reports
2,807 People 2,807 Filtered - Mame' Sort 166 Pages E :
« Filter By Test Filter = Page #
R R
Mark s
Peo CME ID First Name Last Name Title Gender Affiliation =
[~ ABEL1234 lohn Abel MD
1 12102 Mary able MDD
O 2517 Diebhie Acker oo ]
I 2663 Hyder Adams RI 1 Another Hospital
[T 10082 Aaron Adamson MD My Hospital
O 2511 Lavri L. Albers MD ] My Health
I 26887 M. Zulfi Alikhan Do il HCE
I wilddd  Mary alioni MDD F Children's Hospital
I 2267 Fresyda Anderson BS, MPH, RM, BSM M My Health
[ 2358 Maricy Anderson MD 1 My Health
O 2675 Philio E. Anthory MD 1 My Health
I 2469 Riose C, Anton MD M My Health B
0 2321 Alfred Antonetti Do 1 My Health
N 2201 Joseph Armond Schwartz 1 My Health =
< l >
SE[ Dane @ Trusted sites




CMEVW E B TRACKER™

FParfal fo your CE ffca

Tutorial

Step 4: This automatically Filters People in your listing that have My Hospital
as their Affiliation. (Fig. D)
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Step 5: In the filter box type | Register(20465) using your keyboard. This is
the System ID for the Destination Event that you want to Register these
People. Click the Set Filter icon to run this Action Filter. (Fig. E)
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Step 6: Go to the Register/Roster for this Event to see that these People are
now registered for this Event. (Fig. F)
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