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White Paper – Online Event Registration 
 

Overview 
 
As nonprofit organizations continue to expand their 
presence on the Internet, they are finding that donors 
and prospects appreciate the “self service” nature a 
website provides. One of the successful ways 
organizations are raising funds and appealing to 
donors needs is through special events. By utilizing 
their websites to promote and register event 
attendees they can expand their reach, simplify their 
work, and save time. 
 
Managing the Event 
 
Managing any event can encompass many diverse 
activities. However, every event will have a common 
set of requirements. These include the need to market 
the event, maintain information about the event, track 
attendees, costs, special requirements, and provide 
reports. The following example will discuss options 
available with eTapestry in managing a special event 
completely online. 
 
Set up/Planning 
 
There are several things to consider when setting up 
your event. Consider how you want to market the 
event, who you want to invite, how you want them to 
register or respond, and what reporting you would 
like to do when the event is over. 
 
Virtual marketing, or marketing over the Internet, can 
provide new ways to reach potential event 
participants. Using your organization’s own web site 
as the starting point, you can provide advanced 
information of the event to create interest and 
encourage supporters to return to the site for follow 
up information. 
 
Partnering with other organizations, such as vendors 
or co-sponsors of the event may allow you to set up a 
link from their web site to yours. This is another way 
to reach participants who may not have been directly 
involved with your organization. 
 
Inviting potential attendees to your event can now be 
done in the blink of an eye online through email. 

Using eTapestry queries you can easily select those 
that you would like to invite. This can be based on 
virtually any set of criteria in your database. Then use 
the Communication facility to generate a mass 
emailing. Creating an email template allows you to 
personalize your invitations per event and distribute 
them in a timely manner. 
 
As an advertising tool, email is one of the most 
effective you can utilize. A perfect example of this 
was seen from an organization that sent email 
invitations to 50 constituents inviting them to a 
poetry reading.  The original invitation asked that 
they forward the email to anyone the recipient 
thought might be interested. Their hope was to get 35 
people to attend. Over 300 people showed up! This 
may not  happen in all cases, but it does illustrate the 
power of email. For your event, you could send a 
special invitation to members of your board, or your 
major gift donors – all with a simple eTapestry query.  
By creating and using an email template you would 
only have to make a few changes to personalize your 
message to them. 
 
Registration Online 
 
Your email message then directs recipients to your 
website where a prominent link points them to an 
event registration form. Your attendee could then 
sign up for the event right from the website by filling 
out a web based registration form. This form can be 
as customized as you like, from colors to pictures to 
anything else. This kind of form is highly effective in 
collecting and standardizing participant data. Since 
the information can be passed directly from the 
website into eTapestry, you eliminate the need to re-
enter data and can begin generating reports 
immediately. 
 
Based on real time registrations, up to the minute 
reports can be printed, nametags can be generated, 
and seating assignments can be updated. 
 
One of the biggest advantages is the ability to process 
registration fees and/or donations online! Although 
this can be set up as a payment option for the event, 
the ability to collect funds immediately provides 
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more current reporting and less worry about when the 
attendee might pay. eTapestry can provide the ability 
to collect, process, verify, and send an  email to the 
donor confirming a registration made with a credit 
card. These payments are then automatically recorded 
in the donor’s journal. 
 
Another benefit of online registration is that you can 
now offer your participants “self service”. In addition 
to specifying information at the time of registration, 
you will be able to create a login id and password for 
that participant. This means the participant can return 
to the website, and make changes to their references, 
including phone numbers, mailing address, and 
email. 
 
Often times event coordinators may want to get 
additional information from those attendees who 
have registered for their event. Your eTapestry online 
form can ask specific questions created by the 
coordinator, who can also determine the format of the 
answers, such as offering choices or selections, 
entering free text, or selecting yes or no. This 
information can apply to the current event or be more 
general information on the donor. This data is 
automatically recorded by eTapestry in the donor’s 
record and is available for query, reporting and 
analysis. 
 
Organization Reporting 
 
With coordinators updating event information, 
participants and attendees registering, and options 
changing, one major advantage is having this 
information in one place and accessible online. 
Reports can be generated real time, including both 
monies coming in and monies being spent (such as 
payments to vendors, etc…). Reports for the number 
of registrants, who has paid and who hasn’t, who is 
going to volunteer, or seating assignments can be 
accessed 24 hours a day, 7 days a week. No need to 
go back to the office to generate this report.  You can 
get the information you need from anywhere you 
have Internet access! 
 
Summary 
 
We have outlined steps in creating an online presence 
for your event and suggested how technology can be 

a benefit to making your event more successful. One 
major contributor to the success of the event is how 
you manage the data. eTapestry has services  
available to track event information, collect credit 
card fees, and provide you up to the minute reporting. 
If you would like to create an event registration form, 
collect fees, and have it automatically integrated with 
your eTapestry database, simply contact us at 
support@etapestry.com. We can easily assist you in 
putting this together. 
 
About eTapestry 
 
Founded in 1999, Indianapolis-based eTapestry® is 
the first web-based donor database and 
communications management system that delivers its 
software over the Internet, allowing access from 
desktops, laptops and mobile devices. eTapestry's 
web site development, ecommerce and advanced 
email tools give its more than 3,000 customers a fully 
integrated and maintenance free solution. For more 
information, visit www.eTapestry.com.  
 
eTapestry is a Blackbaud company. 
 

eTapestry White Papers Series 

http://www.etapestry.com/


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


