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Network Central Registration System - Client

Network Central Registration System (NCRSClient.EXE the
Registration database software provided by Ameridarposition
Technologies on-site data entry and processing.

Creating a  Click on. The “Create a new badge entry” window will appear.
New Badge Select from the 3 options:

Creates a new badge entry (all fields are empty).

Choose this option to create a badge for somedree has
the same company information as an existing record.
(Company Name, Address, Phone, will be filled out)

Choose this option to duplicate all informatiorr the
current record.

Figure 1:
New Badge Entry Create a new badge entry B
Window Choosze the creation method
Default: Create a new badge entry
Primary: Uze field values from cumrent record for each Primary field
All: Use field values from current record for All helds
Cancel: Return to the current record
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Registration The window will appear. This window shows all the
information about the attendee. Information ioadtically generated for
fields that are orange and cannot be changed hysire

Figure 2: i Trade Show Manager
Registration: File Supervizor Lookup Help
New Record

Window

Feez

1D —l Req. Date:| | Station 1D:
Prefix
First Name | | M|| | Last Namﬂl |
Mickname | | Designatiunl:l
Company Mame | |
Title | |
Address | |
Address 2 | |

Registration

City | | Sstate| | Zip | |
Country | |

Phone | | Fax | | Badge Printed: I:I
E-M ail | | Badge picked up [

Reg. type | j|

|Previuusl| Nexl”New lecnrd” Print || Done Il Cancel I

Enter your first name

Enter the attendee’s information according to thailable fields. The
button can be used for any comments for the ctiaiendee.

2@3 Tip: Use-[ key or the mouse to move between fields.
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Fees

2l tab allows changes to the payments. No paymermisbea
deleted. The amount paid is calculated correspgnttnthe payments
accepted. You can add a payment by selectin| A psment | button and a
new window will appear. To edit a payment seleat tnom the list and

use the| Egtpament | button.

Figure 4: i Trade Show Manager
Fee Window

Eile  Supervizor Lookup Help

Registration

Amount total: A1)

Amount paid: $0

Balance due:

Payment Method

| Add payment I| Edit payment I

|Previuusl| Nexl”New lecnrd” Print || Done Il Cancel I

Enter your first name

The payments types available are:

* AMERICAN EXPRESS « CASH
* MASTER CARD e CHECK
* VISA
The status options are:
* ACCEPT « DECLINE
« CALL * NOT PROCESS
« VOID  REFUND

w Note: The approval can be entered when the payment isptant.
Otherwise, a simple number will be automaticallgled to track
each transaction made.
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Figure 5:
Payment Window

Looking up a
Name

Figure 6:
Badges Found

Payment HEE
Payment type1 j|
MHame on [Zald:l |
Credit Card/Check or P.0. ﬂ":l | Exp. Dale:|:|
Slatus:l j|
Date: | |

Approval Code: | |

LCancel |

You may look up names in the database. This featain be used to verify
or edit badge. You may search by ID, First Namet Name or Company
Name.

Using theLook Up menu, choose the option you would like to search
from. Enter text then press [Enter] or click onndF. The search for an
ID will bring up the attendee’s record. Searche®byne or Company will
display aBadges Found window (fig. 6) with all the matches found. To
view all attendees in database, sorted by Last Né&ok up byAttendee
List.

Tip  You may use the mouse to select the menu, or phdtys- [L] at
the same time, then use the arrow key to seletibae from the
menu.
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% Badges Found HE R

Double click in the list to view an attendee
DR select an attendee from the lizt and press enter

SHMITH CHRIS, KINTANA, 505942

SMITH COLIN, WEBEX, 505975

SHMITH CRAIG, OBACLE CORPORATION, 507555

SHMITH CRAIG, OBACLE CORPORATION, 510285

SMITH DARRYL, U.5. GENERAL SERYICES ADMIN. 492420
SHMITH DAVID, NATIONAL CITY BANE. 500807

SHMITH DAVID, PPG INDUSTRIES, 509578

SMITH DEBBIE, ITRANEX, 510412

SMITH DEBORAH. MILLIPORE CORP.. 498273

SHMITH IAN, BORDERS BOOKS AND MUSIC, 499953

SMITH JACKIE, CLARKS COMPANY, 473635

SHMITH JEFF. DRACLE CORPORATION. 503432

SHMITH JEREMY. VERITAS, 500672

SMITH LAUREN, OBRACLE CORPORATIOM, 499511

SMITH LISA. STATE STREET CORPORBATION. 493624 2

Yiew LCancel

Scroll to find attendee. Then double-click nameggect name

and clickE.

w Note: ClickNit] for the next record, (Previeus] for the previous record.
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Printing a
Badge

Batch
Printing

To print the badge, clic_Pint | or select from theFile menu Print
Information or press [Alt] + [F] + [P]. The badge will prinut If changes
were made, they will be saved before the badgesprith the print options
appear, then select the option from this form.

The batch printing can be access from the superniwmu Print Badges.
To Access this menu press [Alt] + [F12] and enker password “super”.
The Print Badges form will appear.

Print Badges ]

Fick the attendee tupes you want to uze. Then select the attendees you want ta print from the list ta the right.

To rezume an earlier print job, enter the [0 of the last good badge - the print job will begin with the first unprinted badae [enter O if you
don't want to skip any badges).

To print a specific number of badges, enter the number in the next box [0 will print all remaining badges).

— Batch Pnint Type
® Atiendes Type O Compary ___Attendees to print

Humber of attendee to print: 0

EXHIBITOR

Sort Criteria = |
®) Last Name
) Comparny
() Zip Code

[ Selectall [ Unselect all]

Select al I Unzelect al I

Select any type from the list box on the left. Htendee list from each
type will appear at the right. Select any attengee want to print and

CI|Ck Start Printing |

You can stop the printing at any time but this witit stop the printing
jobs in the printer spooler.
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Importing
data

The importing utility can be access from the sujgenvmenu Import. To
Access this menu press [Alt] + [F12] and enterghssword “super”. The
Import Utility form will appear. Select the textidito import then click
Import. If the program ask you for a default regibon type select enter
the corresponding number. The import file formatsinbe a comma-
separated value. The default import definitioe filmport.def) includes
the fields name and position in the file to impditte default format is:

FirstName
LastName
Title
Company
Addressl
Address2
City

State

Zip
Country
Phone
Fax

Email

You can find an import example file in the NCRSdfed (ImpEXx.csv).
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