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Introduction to zapManagerManagerManagerManager™ 
 
ZapManager is a general-purpose Record Management System that has several modules.  Its main 
module is a Master Record Management Module that allows you to manage any kind of entity, for e.g. 
Customers, Vendors, Inventory, Exams, etc.  The other modules handle the management of Payments, 
Communication, Tasks, Online signup, and CEU tracking etc.  
 
The system is completely Web-based, supports the handling of Work Flow Management, and can be 
customized to meet your needs.  What makes it unique from other management systems is how it 
simplifies the routine tasks of every staff member.  
 
Its intuitive user interface, automatic and intelligent trigger mechanisms, integrated front-office (online 
services) and back-office (staff) operations, and powerful querying and reporting options has made 
ZapManager a favorite among its current customers. 
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Benefits of using zapManagerManagerManagerManager™ 
 
��The best combination of "Custom" and "Pre-Packaged" 

 
ZapManager creates a new paradigm for Customer Relationship Management applications. It takes the best 
features of "pre-packaged" products where you have a set of application modules providing the standard 
core functionality. It takes the best features of "custom" products where you work with a development 
company to create software specifically tailored to your needs. ZapManager merges the core application 
modules while incorporating a customizable framework capable of handling your special business needs. 
This creates a low cost and easy to use business solution capable of handling all of your business 
requirements. 

 
��Stakeholders maintain their own information 

 
Using the secure login interface, your clients/members can easily access their 
information. They can update their information and keep it current. This shifts the 
workload of information entry and maintenance from your staff to your customers. 
This frees up staff time previously spent gathering and updating customer 
information. 
 

��Stakeholders have access to the information 24/7 
 

Your customers can access the system anytime, from anywhere in the world. All they need is a connection to 
the Internet. They have access to their information, appropriate reports, schedules, events, and anything else, 
all without assistance from your staff. This frees your staff from answering customer telephone calls and mail 
requests for information. With zapManager, your customers can access this information directly. 
 

��Communications log and improved customer service 
 

ZapManager contains a powerful communications management module. This tracks all the different 
communications with your clients, including telephone calls, office visits, emails, paper mailings, faxes, and 
personal visits. Your staff can quickly access the most up-to-date information while communicating with your 
customers. There is no time lag created while your staff searches for the latest customer information. 
 

��No more network or location hassles 
 

ZapManager makes use of the application-hosting model, where any computer with Internet connectivity 
and a current model web browser can instantly become a workstation. This allows you to maintain a single 
application across multiple offices in separate physical locations.  
 
Management personnel can log onto the system, using the secure login feature, from any computer, 
anywhere in the world. This gives them instant access to real time reports and information. Your information 
is always current, always up-to-date.  
 
Cyzap’s state-of-the-art servers become your network. No more worrying about connecting workstations to 
the program or sending data across an unreliable network. 
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��No software to install, update, or maintain 
 

The ZapManager application-hosting model offers you a faster implementation process. 
There is no software to install on your workstations, network, or servers. Cyzap performs 
application upgrades directly on the Cyzap server system. You never have to spend time 
installing upgrades, additional modules, or patches. This frees your IT staff from having to 
spend time setting up the application software and workstations. 

 
��Your application runs on a state-of-the-art server  

 
Cyzap’s server farm consists of high-end servers utilizing Intel based processor, ultra-speed hard drives, and 
an enterprise level multi-tape autoloader backup system. Your entire application and data files are backed up 
every four hours. You no longer need to maintain a backup system locally on your network. No more 
changing tapes and struggling with difficult backup software applications. 

��Cyzap’s unparalleled customer support  
 

Cyzap’s helpdesk professionals are courteous, patient, and well 
versed with the technologies they support. Each customer's situation 
is handled with the highest level of professionalism and expertise. 
Your staff also interacts directly with the application programmers 
and designers. You receive guidance and support directly from the 
personnel most able to assist you. Online help, popup tips, and 
instructions are incorporated directly into the zapManager application. 
This makes ZapManager easy to use and understand, reducing the 
amount of outside support necessary for your day-to-day operations. 
 

��Your data is secure  
 

Cyzap operates a secure data-center with high-speed and redundant Internet 
connections. All Internet activity passes through Cyzap’s Cisco PIX firewalls and is 
monitored by Cisco's Intrusion Detection System (IDS). Only standard and known 
services (usually HTTP and SSL) are allowed to pass through open ports. Other non-
standard services must pass through a Virtual Private Network (VPN) connection.  
 

��Implement a cost structure that works for your business 
 

Cyzap offers variable pricing structures for zapManager. This allows you to select the most viable option for 
your business. ZapManager’s    modular design and implementation allow you to purchase only the modules 
necessary to create an application capable of running your business. You don’t pay for application features 
you don’t need or don’t intend to use. 
 

��Separate training and development systems 
 

Cyzap maintains a separate development version of the application. This prevents you from experiencing 
problems or downtime during feature development. Cyzap can also setup a training system. This allows your 
staff to train on the same version of the software, in a real-time system, using a copy of real world data. 
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Master Record Management Module 
 
This module is a core component that can track any kind of ‘master’ record. Master records can be individual or 
company contacts or both, depending on requirements.  
 
Each master record comes pre-configured with standard fields found in most contact and customer relationship 
management systems and can be easily extended with any number of custom fields to track complete 
information about the contacts. Depending on the system configuration, the contacts can refer to one or more 
type of stakeholders such as customers, prospects, members, employees, vendors, providers, etc. 
 

1.1. User Based Login Authentication 
 
Each user is assigned a unique username 
and password to access the system. The 
user accounts are configured with their 
own privileges, security levels, activity types, 
and preferences. Each transaction and 
activity is automatically tagged with the 
user account creating or updating that 
record. 
 
The Login feature (which uses 128-bit SSL 
encryption technology) ensures that your 
data is secure at all times. Every page (even 
if it is book-marked or hyperlinked) 
undergoes user authentication.  
 
For additional security, a session timeout feature automatically logs a user out after a specified duration 
of inactivity. For more information, see the “Security module”.  

 
 

1.2. Manage Standard Master Record Information 
    

The system comes pre-configured with tracking standard 
contact fields related to name (both individual and 
company), unique IDs (internal as well as external), 
demographics (DOB, Gender, Ethnicity, Marital Status), 
mailing address (including international addresses), contact 
methods (phones, fax, email, website), statuses, and notes. 
 
Record demographics, dates, status, and contact information 
through a straightforward data-entry screen designed 
separately for each type of stakeholder.  
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1.3. Profile Records With Yes/No Attributes 
 
ZapManager can maintain any number of 
Yes/No check box fields (attributes) to track 
interests and preferences of your stakeholders.  
 
ZapManager also automatically tracks who set 
the attribute and when the attribute was set. 
You can then query records on the presence or 
absence of one or more attributes and create 
reports, send emails, or perform batch updates 
on that selected group 
 
 
 
 
 
 
 
 

 
1.4. Attach Image(s) with Each Master Record 

 
ZapManager allows you to store a photograph with each stakeholder record.  
 
Photos can be easily included on cards, documents, and rosters. 
 

 
 
 
 
 
 

1.5. Quick Search and Advanced Lookup Capability 
 
Quick search feature allows you to locate a record from any screen of the 
system.  
 
Advanced lookup function allows you to find records by any key field such 
as first name, last name, company name, ID, phone, email, or any other 
configured field.  
 
If more than one matching record is found then the system displays a 
summary of those records and allows you to select any record.  
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1.6. Customizable Field Captions and Enforcement of Required Fields 
 
The captions and layout of all standard fields can be easily customized to match your exact needs. You 
can define any set of fields as required. Fields defined as “Required” will have a red asterisk placed next 
to the caption. The system then automatically warns users if they try to save a record without filling-in a 
required field. The record will not be saved if the required field is left blank. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

1.7. Auto Formatting of Most Fields 
 
The system automatically formats the entered data 
based on the type of the field. For example, the 
system will automatically capitalize the first letter of 
the First and Last Name, add a hyphen in a 9-digit zip 
code, and put the full year for the dates.  
 
Auto-formatted telephone number, postal code, SSN, 
and date fields achieve rapid data entry. For example, 
07/12/02, 07/12/2002, 71202, 071202, or 07122002 
will be recognized as July 12, 2002.  
 
Data entry errors are reduced with customizable 
validation rules and field constraints. 

 
 
 

In this system, the heading of the section is 
“Client Info”, the caption of the main ID field 
is “Candidate ID”, and the First Name, Last 
Name, and DOB are required fields. 
 
This system is tracking the Gender, Ethnicity, 
and Marital Status fields for the records. 
 

In this system, the heading of the section is 
“Personal Info”, the caption of the main ID 
field is “Contact ID”, and only the First Name 
and Last Name are required fields. 
 
This system is not tracking the Gender, 
Ethnicity, and Marital Status fields. 
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1.8. Context Sensitive Menu Structure 
 

The system tracks the state of each screen and automatically provides links and 
options based on the context. For example, it you are on a particular contact 
record, then you will automatically see three most recent pending and 
completed transactions related to that record. You will also know what actions 
you can take with that record based on the status of the record and your 
security privileges. This intelligent feature ensures that the most relevant and 
up-to-date information is always at your fingertips. 
 

 
 
 
 
 

1.9. Powerful Query Interface 
 

You can query records on any combination of fields 
through an intuitive query form.  
 
Simply specify one or more search parameters, 
select the fields you want to be displayed, and 
choose how you want to sort your results. For 
unique custom searches, you can also add on SQL-
formatted criteria against any of the database fields. 
 
Query results can be printed, viewed on-screen, or 
exported to a text file. 
 
 
 
 
 

 
 
 

1.10. Automatic Record Creation and Update Time Stamps 
 

The system automatically 
keeps track of when a 
record was created or 
updated and by whom. You 
can use this data for 
auditing and querying 
records. 
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1.11. System-wide Unique Value Check on One or More Fields 

 
The Unique Value Check feature allows you to ensure that a particular set of fields (ID, SSN, email 
address etc) always contains a unique value for each record.  
 
The system will present a 
warning anytime you try to 
enter a duplicate value in any 
of the unique fields (or field 
combinations).  
 
In other words, the system would allow you to have two records with the same First Name or the same 
Date of Birth, but it will not allow two records with the same First Name or Date of Birth. Through this 
feature, you can add enough checks and balances to prevent users from adding the same record twice. 
 
 

1.12. Open Architecture to Allow Complete Customization 
 

The system supports an object-oriented architecture that allows its functionality to be 
extended by adding custom fields, validation rules, screen layout changes, and custom 
code. In other words, the system is made to work around your business processes 
and not vice versa. 
 
In addition, the appearance of the application can be customized to include your own 
logo, title, and specified links. 

 
 
 
 

1.13. Automatic Audit Trail of Record Changes 
 

This powerful feature allows the system to 
automatically keep track of any changes made 
to a record. For example, when changing an 
address, the system will automatically identify 
what portion of the address got changed and 
store the old and the new values in the history 
log file. You can even add remarks to the log 
entry to identify why the changes were made.  
 
The audit log is also maintained when the 
stakeholder updates designated sections of 
his/her own record through the online self-
service component. The audit log can be 
reviewed or queried at any given time. 
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1.14. Data Quality Analysis Reports 
 

The system allows you to generate special reports that 
highlight any inconsistencies in your data. For example, 
you can quickly see if there are records with no SSN 
entered or if there are addresses with missing zip 
codes. 
 

 
 
 
 
 
 

1.15. Save Queries as Memorized Reports 
 

This feature allows you to save any 
query created through the built-in 
query interface as a link on the report 
menu.  Saved queries can be edited at 
any time. You can even mark a saved 
query as either public or private.  
 
Public saved queries become available to all users while a private query is only available to the user who 
created that query. This feature proves useful when you frequently query the system with the same 
parameters. 

 
1.16. Send Batch Emails 

 
You can send personalized and targeted emails to 
any selected list of stakeholders. The emails can be 
formatted as text or HTML. You can attach files, 
embed images, and include mail-merge fields with 
each email. The emails are sent one at a time to 
ensure that they are not treated as SPAM.  
Also, no recipient gets to know about other 
recipients.  
 
The "test email" feature allows you to send an email 
sample to yourself or any other email address before 
you send it to the entire batch. This helps ensure your 
emails are accurate and formatted correctly before 
they are sent. 
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1.17. User Account Administration 
 

This feature allows any user with an Administrative role to create additional 
user accounts and modify or suspend any account. Please note that you may 
have to pay additional license fee if additional user accounts are added. 
 
 
 

1.18. Perform Batch Updates 
 
Records produced by the query interface can be updated 
simultaneously through the Batch Update feature. 
 
 
 
 
 
 
 

 
 

1.19. Microsoft® Word Mail-Merge Option 
 
This option links the system with Microsoft Word and is 
required in order to perform Word mail-merge 
operations directly through the system. 
 

 
 
 
 

1.20. Create Mailing Labels or Export to Excel™ 
 
This feature allows you to create 
mailing labels of records produced 
through the system’s built-in query 
interface. The Export to Excel feature 
allows you to export the query results 
in Microsoft Excel format. 
 

1.21. Secure Download of Entire Data in Access Format 
 
This feature allows authorized users to securely download the data anytime from the 
system. The downloaded data is in Microsoft Access Database format and can be 
used for generating custom reports using Microsoft Access or any off-the-shelf 
reporting tool like Crystal Reports. 
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Payment Management Module 
 
This full-featured module allows you to track payments and dues associated with each master record. At 
minimum, each payment transaction includes information related to the type, date, amount, payment method, 
and the user who entered the payment.  You can apply one payment to multiple payment types, print sales 
receipts, and process credit card payments in real-time. Payments made via the online self-services can also be 
tracked through this module. 
 
If accounting features are enabled, then appropriate General Ledger accounts are automatically attached to each 
payment record based on payment type and method. The GL Posting report allows you to extract and post GL 
account entries into your current accounting software. The module can even be configured to support special 
payment methods (such as gift-certificates) and differentiate payments based on how they came in (for example, 
checks that were deposited via lock box versus the ones that were deposited physically). 
 

2.1. Track Payment Information 
 
Payment information can be tracked by type, 
date, amount, method, check/credit card 
number, reference information, and received by.  
 
The system allows you to enter unlimited 
payments for each master record and to list 
payment history by master record. 

 
 
 
 
 
 

2.2. Automatic Entry of Payment Amount based on the Payment Type 
 

With this feature, the system 
automatically looks up and 
fills-in the payment amount 
when you select the payment 
type in the payment-entry screen.  
 
The module administrator can associate the payment amount to the payment type through the 
administration interface. 

 
2.3. Configure Different Fiscal Year Period for Yearly Comparison Reports 

 
This configuration option allows you to generate the Payment Summary and Comparison Report based 
on your fiscal year period. By default, the comparison report assumes your fiscal year to be the same as 
the calendar year. 
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2.4. Track Payment Period 
 

This feature allows you to 
associate the period for which 
the payment was made. This 
is especially useful when 
tracking recurring payments. 
The system can also be 
configured to automatically 
enter the default period based 
on the current date. 

 
2.5. List payment history by Master Record  

 
This feature lets you see the entire payment transaction history associated 
with any contact record. Click on a transaction record displays the details of 
that transaction. 
 
 
 

2.6. Powerful Query Interface  
 

You can query records on any combination of 
payment fields through an intuitive query form. 
Simply specify one or more search parameters, 
select the fields you want to be displayed, and 
choose how you want to sort your results.  
 
For unique custom searches, you can also add on 
SQL-formatted criteria against any of the 
database fields. 

 
 
 
 

 
 

2.7. Real Time Credit Card Processing 
 

This feature allows you to process 
credit card payments in real-time via 
secure Payment Gateways. The 
authorization and approval codes 
returned by the Gateway are 
automatically attached to the payment 
record. 

 
 



 

ZapManager™ Module and Feature Documentation 
Proprietary and Confidential. Do not release without author’s written consent 

 

 

 
address 7811 L Street  fax 402.697.1343 

� Omaha NE 68127 Page 16/30 e-mail info@cyzap.com 
phone 402.697.1277  web www.cyzap.com 

 

2.8. Reports  
 

The built-in payment reports allow you to extract relevant information and integrate it with your standard 
business processes.  
 

��Payment Receipt Report: Allows you to quickly print a 
receipt for any payment transaction. 

��Bank Deposit Report: Allows you to generate transaction 
summary for creating bank deposits. 

��Bank Reconciliation Report: Allows you to print transaction 
summary by date and deposit type and match it with your 
bank statement. If you notice a mismatch, then the drill-
down features of the report allow you to quickly find the 
cause. 

��General Ledger Report: Allows you to generate the revenue summary by GL accounts of all un-
posted transactions. Once you input the GL entries into your accounting software (manually or 
via import/export), you can mark the transactions as posted through this report. You can 
recreate the details of the posted batch at any time through the query interface. 

��Payment Summary and Comparison Report: This report allows you to analyze and compare your 
revenues by payment type and year. 

  
2.9. Quick Links to List Payments Received  

 
The system has Quick Links for viewing payments for Today, Yesterday, 
This Month, Last Month, This Year, and Pending payments.  
 
Each Quick Link has the option to drill down to specific payments types 
or methods. This allows you to quickly get to the information you need.  
 
 
 
 

 
 

2.10. Handle Payment Splits (Multiple Payments Types with One Payment) 
 

This powerful feature allows you to apply a payment to 
multiple payment types in one go. You enter the total amount 
received and then click the applicable payment types from the 
given list.  
 
The system intelligently enters the appropriate amount for 
each payment type. 
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2.11. Manage Dues, Under Payments, Over Payments, Refunds, and Credits 
 

��Dues are pending payments that have not been paid: You can create dues for any payment type 
and later apply the received payment to those dues. 
 

��An Under Payment scenario occurs 
when you receive a payment with 
an amount less than the expected 
amount. In that case, the system 
automatically prompts you to create 
a due record with the balance 
amount. 
 

��An Over Payment scenario occurs 
when you receive a payment with 
an amount greater than the 
expected amount. In that case, the 
system automatically prompts you 
to create a credit or refund record. 
 

��A Refund is a payment record with a 
negative amount. The system allows 
you to generate a report of refunds 
that need to be processed. Once 
the refund checks are issued, the 
refund records as marked as processed. 
 

��A Credit is a due with a negative amount. You can apply the credit to any current due record or 
when you receive an under payment. 

 
 

2.12. Payment Administration Interface 
 

This interface allows you to setup payment types and their 
default amounts and GL accounts. If you are dealing with a large 
number of payment types, you can organize them into different 
payment sections. But the most powerful feature of this 
interface is that it allows you to configure triggers for each 
payment type.  
 
A trigger is a specific update action that the system automatically 
performs based on the type of payment received. For example, 
you can set a trigger to update the status of the stakeholder to 
Active when a renewal payment is received. 
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2.13. Export GL Payment Information to QuickBooks 
 

This feature enables you to export the GL Posting 
summary to QuickBooks IIF format. 
 
The export GL payment option can be customized to 
format the data as needed by other accounting 
packages. 
 
 
 
 
 
 
 
 
 

2.14. Setup of Online Merchant Account  
 

In this option, our team helps you in acquiring the most cost-effective online merchant account.  
You may even get better credit card rates than your current account. 
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Memo (Communication Management) Module 
 
This module allows you to log communication threads between you and your stakeholders by creating electronic 
memos. Electronic memos are conceptually equivalent to the paper memo-pads in that they let you track who, 
when, and how the contact was made and what was the nature of the request. You can have multiple memos 
associated with the same stakeholder.  
 
But the functionality does not end there. An e-memo can be assigned to any staff user with a priority level, 
marked as pending or completed, and be given a due date with an email reminder option. Powered with these 
and other advanced functions, the Memo module provides a robust framework for handling all your request and 
communication management needs. 

 
3.1. Track Communication Info for each Master Record  

 
ZapManager provides tools for tracking and 
managing the flow of communication 
regarding each Master Record.  
 
You can track communication information by 
contact type, request type, subject, 
description/notes, handled by, date, status, 
due date, and reviewer.  
 
The system allows unlimited memos for each 
master record. 

 
 
 
 
 
 
 
 
 
 
 
 

3.2. Track Memo Status (Pending/Completed) 
 

All memos have a status field that can be set to pending or completed. 
Pending memos act as requests that still need to be fulfilled while completed 
memos signify requests or communication thread that has ended.  
 
A sub-status (or level) field allows you track how the request or 
communication ended when the memo was marked as completed. 
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3.3. Create Follow-ups and Update Status / Levels 
 
You can update the status and level of a 
memo by creating a follow-up note. When 
you review a memo, you get to see a history 
of all follow-ups thereby ensuring that you 
never miss any piece of communication. 
 

 
 
 
 
 
 

3.4. Automatic Entry of Memo Note, based on the Request Type 
 
This feature makes the 
system automatically enter 
a standard message text in 
the memo based on the 
type of request.  
 
The standard message text 
can also merge 
information from other 
fields. This feature helps 
streamline the process of 
creating memos. 

 
 
 

3.5. Powerful Query Interface 
 

You can query memos on any combination of 
fields through an intuitive query form. Simply 
specify one or more search parameters, select the 
fields you want to be displayed, and choose how 
you want to sort your results.  
 
For unique custom searches, you can also add on 
SQL-formatted criteria against any of the database 
fields. 
 
 
 
 
 
 

Clicking on Memo 
Notes fills in the 
subject and 
message body text 
automatically. 
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3.6. List Memo history by Master Record 
 

This feature lets you see all the memos associated with any contact 
record in chronological order. Click on a memo displays the details of 
that memo and associated follow-ups.  

 
 
 
 
 
 
 
 

3.7. Reports 
 

You can produce many 
kinds of reports to process 
pending memos as per 
your workflow 
management environment.  
 
For example, you can list 
pending memos by user, by 
due date, or by request 
type. Completed memos 
reports help you analyze 
what types of 
communication your 
organization is handling. 

 
 

3.8. Quick Links to Generate Word Mail Merge Letters 
 

For memos that require you to mail a formal letter, this feature allows you 
to generate those letters right from the memo screen.  
 
The mail-merge feature of the Master Record Management Module must be 
enabled for this feature to work. 

 
 
 
 
 
 
 
 

Mail Merge 
Letter Links 
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3.9. Receive Email Reminders (Standard / Urgent) for Pending Memos 
 

This feature allows you to assign a due date with a reminder timeframe to any memo.  
 
If the memo is not 
completed within the 
reminder timeframe then a 
standard reminder email is 
sent to the user handling 
the memo.  
 
The system emails an urgent reminder if the memo is not completed by the due date. Additionally, the 
system also emails a notification to the user assigned as the ‘reviewer’ of the memo. 

 
3.10. Automatic Generation and Sending of Emails based on Request Type 

 
This powerful feature allows you to 
send pre-formatted emails to the 
contact record based on the type of 
request.  
 
With this feature, you can email 
product information, status-updates 
notifications, and any other 
standardized messages at the same 
time you are logging the 
communication. 

 
 
 
 
 
 
 

3.11. Track Sub-Requests specific to each Request Type 
 

This feature allows you to track memos 
at two hierarchical levels (requests types 
and corresponding sub-request type) for 
detailed analysis of your communication 
logs. 
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Signup (Registration Management) Module 
 
This module allows you to setup events and their registration parameters. An event can be of any type and can 
occur on multiple dates and locations. A calendar of upcoming events is automatically displayed through your 
Website and a registration form is presented based on your registration parameters. 

 
4.1. Maintain Registration Sites (Locations) 

 
This feature allows you to maintain one master database of 
registration sites with all the pertinent information such as 
name, address, contact information, and directions. Each site 
gets its own unique location code. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4.2. Setup Registration Events 
 
This feature allows you to define your events and 
all related information such as dates, locations, and 
timings. You can also indicate if an event is open 
for signups with any additional signup constraints 
such as number of time slots and maximum 
number of registrations per time slot. 
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4.3.   List Upcoming Events by Date 
 

This feature allows you to 
publish a calendar of 
upcoming events in 
chronological order. 

 
 
 
 
 
 
 

4.4. Customizable Event Signup Framework 
 
With this framework, the entire event 
registration process can be customized 
to match your exact business process. 
 

 
 
 
 
 
 
 
 
 
 
 

4.5. Print Registration Roster 
 
A detailed listing of all event attendees is available for all events. 
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4.6.  View Signup History of each contact 
 
Each contacts full signup history can be viewed individually. 

 
 
 
 
 
 
 
 
 
 
 
 
 

4.7. Print Registration Roster 
 
This customizable report allows you to print a 
registration roster of one or more events. 
 
 

 
 
 
 
 
 
 
 

4.8. View Signup History of Each Contact 
 

This feature allows you to list all the registrations made 
by a contact for past and upcoming events. 
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4.9. Update Registration Status 
 

This feature enables you to update the status of a registration 
record based on the response of the registrant at that event. 
Typical statuses include Paid, Show, No-show, and if an exam 
type event, then even the results of that exam. Batch updating 
allows you to change the status of selected participants quickly 
and easily. 

 
 
 

4.10. Query Registration Activity 
 
You can query the registration activity on any 
combination of fields through an intuitive query 
form.  
 
Simply specify one or more search parameters, 
select the fields you want to be displayed, and 
choose how you want to sort your results.  
 
For unique custom searches, you can also add on 
SQL-formatted criteria against any of the database 
fields. 
 

 
 
 
 
 
 
 

4.11. Support for Multiple Services per Event 
 

This feature allows you to add 
multiple registration options 
to any event.  
 
For example, say you want to 
schedule a health-fair where 
users can signup for flu-shots 
and/or cholesterol screening.  
 
Another example is when you 
have an exam event where 
candidates can register for 
one or more sections. 
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4.12. Track Seat Availability and Prevent Overbooking 
 

Based on the signup constraints defined for the event, the system automatically ensures 
that the number of current registrations do not exceed the maximum specified capacity. 
Availability tracking is shown both numerically and graphically for a quick overview of 
available/filled status. 
 
 

 
 

4.13. Event Listing by Sites and Enforcing Registration Deadlines 
 

This feature allows you to list events 
grouped by date/location. 
 
It also allows you to enforce registration 
deadlines based on your business rules. For 
example, in an exam event, you may want 
different registration timelines for new and 
retake candidates. 
 
 

 
 

4.14. Automatic Email Reminders to Registrants of Upcoming Events 
 

This powerful feature makes the 
system automatically send email 
reminders to the registrants on two 
specified days before the event. 
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CEU Tracking Module 
 
This module, which is specifically designed for certification and licensing organizations, allows you to track and 
manage the CE activity reported by your credential holders or the CE providers. CE activity is organized at 
multiple levels: by credential holder, by reporting period, and category. 
 
A reporting period groups the CE activity of each credential holder with a pending or approved status while each 
category defines a set of specific reporting requirements.  
 
For example, Category A could focus on CE activity through an Approved Provider program while Category B may 
center on Professional Development. When you select Category A, the system prompts you to choose a provider 
from a list of approved providers. When you select Category B, the system only ask for the name of publication or 
conference.  
 
For each CE activity item, the module also allows you to record the date, description, type, and documentation 
relevant to that activity. 
 
 

5.1. Track CE Activity 
 

The system allows you to track CE activity by 
certificant, date, period, or category.  
 

 
 
 
 
 
 
 
 
 
 

5.2. Add CE Activity  
 
Each CE activity includes date, 
description, activity type, documentation 
type, CEU’s requested, and CEU’s 
approved. 
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5.3. Track Completion Status of Reporting Period For Each Certificant 
 

This feature allows you to track if a 
credential-holder’s has met his/her CE 
requirements for a specified reporting 
period. 

 
 
 
 

5.4. Generate List of Certificants with Incomplete CEU’s  
 
 
This feature allows you to pull up a 
list of credential holders who have 
not completed their CE 
requirements for a specified 
reporting period. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.5. Integration with Approved Providers List  
 
 
This feature saves you time by having the 
Approved Provider list integrated into the 
CEU module for quick and easy data entry, 
as well as verification that the provider is 
approved. 
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5.6. CEU Review and Approval Workflow  

 
This option sets up a workflow where the CE 
administrator can review the submitted CE 
activity and award appropriate CEU’s. 
 

 
 
 
 
 
 
 
 

5.7. Support for Reporting based on Anniversary Date  
 
This option allows the system to automatically determine the reporting period based on the credential 
holder’s anniversary date. By default, the system assumes that the same reporting period for every 
credential holder. 

 
 


