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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.
The information contained in this document represents the current view of Microsoft Corporation on the issues discussed as of the date of publication. Because Microsoft must respond to changing market conditions, it should not be interpreted to be a commitment on the part of Microsoft, and Microsoft cannot guarantee the accuracy of any information presented after the date of publication.

This white paper is for informational purposes only. MICROSOFT MAKES NO WARRANTIES, EXPRESS OR IMPLIED, IN THIS DOCUMENT.

Complying with all applicable copyright laws is the responsibility of the user. Without limiting the rights under copyright, no part of this document may be reproduced, stored in or introduced into a retrieval system, or transmitted in any form or by any means (electronic, mechanical, photocopying, recording, or otherwise), or for any purpose, without the express written permission of Microsoft Corporation.

Microsoft may have patents, patent applications, trademarks, copyrights, or other intellectual property rights covering subject matter in this document. Except as expressly provided in any written license agreement from Microsoft, the furnishing of this document does not give you any license to these patents, trademarks, copyrights, or other intellectual property.
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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). 
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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.

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:

· A sample privacy statement from the Better Business Bureau at https://www.bbbonline.org/privacy/sample_privacy.asp
· "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. 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 the MicrosoftPartnerEvents.com home page (in place of the Microsoft Partner Events graphic).
To upload your logo, click Personalize This Site in the left navigation bar. Near the top of the page, in the Update 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.
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Once you're finished, click the Upload button. The page will refresh, and a preview of the logo will appear to the right.
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 near the bottom 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.
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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 at the bottom of the page.

Entering Your Partner Central Account Number
To enter your Partner Central account number, click Personalize This Site in the left navigation bar. At the bottom of the page, in the Partner Central section, enter the account number in the field provided, and 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:
· By go-to-market initiative

· By product

· 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).
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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, 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.
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Here, you'll find an overview of the campaign, descriptions of the market and partner opportunities, 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 click an attribute to select or clear it. To select more than one attribute within a field, just press your keyboard's CTRL key as you click.
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Once you're finished, click the Next button at the bottom of the page. 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.) 
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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. 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 a Seminar page (shown next) with event name and descriptions fields that are pre-populated, but that you can customize to fit your needs.
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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. 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.
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Next, click the Preview button, and you'll see how your event listing will appear on ClickToAttend.com. 
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At the bottom of the page are a number of options. To exclude your event listing from ClickToAttend.com's search engine, so that you need an Event Code or direct link to access it, select the Hide from Search check box. To exclude MapPoint's driving directions from the listing (say, if they're inaccurate or nonexistent), select Hide Driving Directions. 
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. 
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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 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.)

Finally, to see what your event listing will look like on ClickToAttend.com, click the Preview button. From there, you can 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 the Next button, and you'll arrive at a My Partners page, where you can elect to host the seminar either by yourself or with other Microsoft partners.

Clicking Next again takes you to a Create a 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 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 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 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 save and activate the listing or perform other actions as described above.

Copying One of Your Own Existing Events
As a new feature at MicrosoftPartnerEvents.com, you can now 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, or canceled events you may have, along with the owner, Event Code, date, time, and number of registrants for each event. You can also access demos, marketing templates, and presentations for a particular event by clicking the Event Resources link, and you can 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 and view event registrants.
Editing or Canceling an Event

To edit an event, find the listing for it in your Manage Events box and click the Edit/Cancel Event link. This brings you to a preview page for the event--similar to the one you saw when you created it--with a number of options at the bottom. 
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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, select the Hide from Search check box. To exclude MapPoint's driving directions from the listing, select Hide Driving Directions. If you wish to make changes to the listing, click the Edit Event button, which takes you back through the steps described in the "Create an Event" section of this user's guide. (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.
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 Registrants

To see who's registered for a particular event, find the listing for the event in your Manage Events box and click the View link in the far-right column. This takes you to a View Attendees 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).

You may also indicate whether a customer actually attended the event by using the Attended drop-down list to the left and clicking the Update Attendance button at the bottom. In addition, the page enables you to export the attendees list as an Excel spreadsheet. To do so, click the Export to Microsoft Excel link, then the Click here to download attendees link that appears.
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.
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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, a description of the market opportunity, a description of the partner opportunity, 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:
· By go-to-market initiative

· By product

· 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 McIntosh, 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 Technology Demonstration Toolkit, available exclusively to Certified and Gold Certified partners.
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
New to MicrosoftPartnerEvents.com, 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.
To access the Readiness Center, simply click Readiness Center in the left navigation bar. From there, just click the appropriate Go button to advance to the area you want, whether it be pre-event, day-of-event, or post-event resources.
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Many partners today host events to generate leads or to create community in their existing customer base. An event
can be in-person or on the web, live or recorded. In this section we have pulled together tools, resources and trainings
for you to learn how to effectively host an event as well as to be an ongoing reference in helping you create successful
events.

An event is made up of 3 series of phases and many responsibilties and we have grouped these into three areas:

Pre-Event Planning Training and

Resources Day of Event Preparation Training

and Resources

Starting as far out as possible you need to have 3 plan

and checkpoints in place to ensure that when the day of  The day of the event is here and you need to be

your event comes you haven't missed any critical completely prepared for your sttendees as well 35 for

details. This section will cover the logistics of an event  any Unforeseen circumstances that come up. This

and how to generate interest in your event, i.e. section wil give you tips on how best to prepare for the

marketing. day of the event once the invites are out, venue is
booked and presenters are confirmed. This section

Go> includes preparing the presentation, how to present and

how to host your attendees the day of the event.

Go>

Post Event Follow-up Training and





Viewing Active Users
To see a list of users associated with your MicrosoftPartnerEvents.com account, click Manage Users in the left navigation bar. The resulting page shows users' names, job titles, e-mail addresses, locations, and phone numbers.
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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. 
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The form allows you to change your company's display name as well as your preferred contact e-mail address and phone number. 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, you'll receive an e-mail with further instructions to help you reset your password.

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.
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