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Starting the Application 

 

To start adPOS™ Event Manager, simply double click the icon on the desktop. It will look similar to 
the image below (Firefox is the default browser for this icon). 

 

Clicking this will open adPOS™ Event Manager in your default Internet Browser. This is usually 
Internet Explorer, but the software is designed to work on all popular browsers, including Firefox, 
Chrome and Opera. We recommend using the newest version of your browser to get the best 
experience out of the software. 

Once open, you will be prompted with a login screen: 

 

Simply type your username and password to login (this should have been provided to you before 
your first use of the system). Once you have successfully entered your details, you will be taken to 
the index page, which depending on your access level can either be at a Site, Building or Room level. 

From this page, you can do a number of things. There is a navigation menu along the top of the 
page, just under the adPOS™ logo. When you are logged in as an administrator (as in this example), 
you have the ability to change, delete, or add new Locations. You also have the ability to add new 
Users. These pages can be accessed by clicking the “Locations” or “Users” link respectively. More 
information on administration of locations and users is conveyed later in this document. Also clicking 
any part of the Banner will take the user back to the main page. 
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Selecting a location is essential to creating events as this is a multi-tiered system. 

Calendar View 
 
When you select a room, you will be taken to the Calendar/Event List page which show you all of the 
events for that room. Below is the Calendar, which gives you a graphical weekly view of the currently 
selected room. To browse through a week at a time, simply click “Next Week” or “Prev Week”. To 
reset back to this week, click “Reset”. 
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Clicking on any blank square in the calendar will take you to the “Add Event” page and automatically 
insert the date and start time for you.  

Clicking on an existing event in the calendar will take you to the event screen for that event. 

Click the “Change View” button at any time on this screen to switch between Calendar View and 
Event List View. 

Event List View 
 

 

This view shows all upcoming events for this room in chronological order, including a number of 
important fields to give the user instant access to some of the information. 

Add an attendee by clicking “+ Add New Event”. 

To access an event and bring up the event information, including attendees, simply click anywhere in 
the heading area of the event you want to look at. This will take you to the event page where you 
can change the event details, remove the event, or add attendees to the event. 
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Adding an Event 
 
When in Calendar View, simply click the timeslot you wish to add an event to and you will be taken 
to the “Add Event” screen with the date and start time entered automatically. 

To add an event to the system when in the Event List, click the “Add Event” button that is located at 
the top of the list of active events. Clicking this will bring up a form for you to enter the details for 
your new event: 

 

Event Name: A descriptive name for the event. Maximum of 55 characters. 

Display Name: As adPOS™ Event Manager is also a wayfinding tool for adPOS™, this field allows the 
user to change the wording of the name/heading on the wayfinding signage. This is optional. 

Start Date: Tabbing or clicking in this field will bring up a calendar for you to select a date:  

 

You may enter the date manually into the field, but it must be in the correct format (yyyy-mm-dd). 
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Start and End Times: These fields are in fifteen (15) minute intervals. Make sure you enter these by 
selecting the appropriate times in the dropdown menus. 

Organiser: The organiser of the event.  

Organiser Phone: Organiser’s phone number. 

Company: Company the organiser is doing this on behalf of. 

Event Notes: Any additional information about the event, Special Requirements etc can be entered 
here (max 500 characters). 

Extra Display Info: These are additional lines of text that can be shown on wayfinding signage. These 
fields are optional. 

Supplier Details: Clicking the button will expand the supplier section. Here the user can set suppliers 
for different types of services/equipment, and set some custom notes for these suppliers. 

The Event Page 
 

 

This screen displays all information related to the selected event. The top section contains the event 
specific information such as start/end times, organiser, description. The bottom section contains the 
attendees that are linked to this event. If there are no attendees, the bottom table will be empty. 
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Add an Attendee 
To add an attendee to the event, click the “Add Attendee” button at the top of the table. This will 
take you to a form where you can enter the information. 

 

At the top of the form is some location information for reference. Cannot be changed. 

To insert a saved customer from the list, select them and then click “Insert Customer”. The form will 
then be updated with their information. 

To save entered details as a new customer, tick the “Save as New” checkbox. This will save a record 
in the Customer table, and their name will appear in the Customer list next time round. 

Delete an Attendee 
Deleting an attendee is very simple. From the event page, find the attendee in the list that you want 
to delete, and then press the “Del” button that is on the same row as the attendee.  

You will then be taken to a confirmation screen, which you can cancel if you have the wrong 
attendee. 

Edit an Attendee 
To edit an attendee, simply click the “Edit” button that is on the same row as the attendee in the 
table.  

Copy/Duplicate an Attendee 
To copy an attendee, as in the above methods, find the attendee in the table, and then click the 
“Copy” button. You will then be taken to a page to confirm the copy: 



Page | 9  

 

 

Copying an attendee gives you a warning about the process. Please read this carefully. 

To copy, just select the target event, and click “Copy”. 

System Administration 
 

 

There are a lot of customisation options in adPOS™ Event Manager, including the ability to 
add/edit/delete any parts of the organisational structure, modify suppliers, customers, managers 
and users. Email templates and the naming conventions across the system can also be modified. 
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The suppliers and customers that appear in the various pages throughout the system are edited here 
on the options screen. Adding a customer here for example will cause them to appear in the 
Customer list when adding an attendee to an event. 

 

On the Control tab, the naming conventions for things such as the word “Site” or “Event” can be 
changed here to suit the terms used by your organisation. Please be careful with this. We suggest 
using singular terms, such as “Attendee” instead of “Attendees”, as the system is designed to handle 
these names in this way (Singular). 
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Add a User 
Click the “Add User” link under the “Users” tab. 

 

Username: The username you would like to assign the user. This is unique, which means that you 
cannot have two of the same users existing in the system. 

Password: Enter the password for the user. This will be a temporary password, as when you have 
added the user, you will need to inform them to change their password as soon as they log in for the 
first time. Passwords can only be up to 16 characters long, and can contain A-Z, 0-9, and any special 
characters. You will need to type the password twice to confirm. 

User Access Level: This assigns priviliges to the user based on their access level. Setting this to 
“User” allows the user to fully use the system, but they are not able to access/change any of the 
location or user information. If this is set to “Administrator”, then the user has full control over the 
system and is able to access and change the locations and users. Please be careful when selecting 
this option. 

User Site: This sets the user’s “Home” page to the site selected in this dropdown menu. This means 
that in the above image, the user’s home page will be looking at the building list for Tweed Heads, as 
opposed to the site list for the entire organisation. 

Delete a User 
To delete a user, find their username in the table, and then click the “Delete” link that is on the same 
row as that user.  

Changing Your Password  
On any page, click the “Change Pass” button, which is located just underneath the navigation menu.  
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Logging Out 
 

Logging out is an important process in the operation of adPOS™ Event Manager. You can logout at 
any stage by pressing the “Logout” button on any page, which is located just underneath the 
navigation menu. 

 It is important to logout at the end of every session, so that other people cannot sit down at the PC 
and start using the system under your name. 

Alternatively, you can logout by simply closing the browser window. 
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