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Event registration can be a real chore. For event organizers,
inefficient registration processes can mean hours of wasted
time and resources when you should be focused on delivering
exceptional experiences for your attendees.

Event attendees are equally frustrated because they must go
through often tedious registration processes, payment issues,
and long repetitive forms, which can dampen their excitement
for an event. For the organizer, mistakes made during a
confusing registration process risk losing attendance or
collecting poor data.

In an era where first impressions are everything, streamlining
your event registration isn't just nice to have - it's essential. It
enhances the user experience and serves as a critical factor in
maximizing attendance and ensuring the success of your
event.

Fortunately, there are ways to optimize event registration and
make it a smooth, hassle-free process for event organizers and
attendees alike. In this guide, we explore some of the best
practices for streamlining event registration and how you can
implement them for your next event.

“When looking for a solution, list your priorities and put
yourself in the place of your event attendees. From the
moment of hello, what will create a seamless registration
experience for everyone? Focus on the requirements of your
event, ease of use, integration capabilities, and
cost-effectiveness that meet your event objectives.”

Robert Edwards, Digital Services Manager l




FOUR STEPS TO IMPROVE YOUR EVENT
REGISTRATION PROCESS

Mobile Optimization

With over half of web traffic coming from mobile devices, a mobile-first approach to your
registration page is non-negotiable. Mobile optimization ensures that the registration
process is as smooth on a smartphone as it is on a desktop, catering to the growing number
of users who prefer using their mobile devices for such tasks. What does this look like?

Use a responsive design that doesn't just replicate your desktop style but adapts easily to
different screen sizes, making it easy for attendees to fill out forms and complete payments
on their mobile devices. You should also test and optimize loading times for your
registration page across various devices to ensure a seamless experience for anyone
registering for your event.

Limit Registration Form Fields

Along and complicated form can be a significant deterrent for potential attendees. Attendees often just "tick the first box" to get
through lengthy forms. By limiting the number of fields to only necessary information, the registration process becomes less daunting
and can encourage more sign-ups.

Payment Gateway Integration

Integrating secure and reliable payment options directly into the registration form is crucial. It not only streamlines the process but also
builds trust with your attendees by ensuring their payment information is handled safely. Before signing your registration contract with
your vendor, check that they are using a trusted payment gateway such as PayPal, Stripe, or Braintree to facilitate quick and easy
payments.

Event Registration Forms that Convert

Creating compelling copy and a clear layout make forms less confusing and more visually appealing can significantly increase
conversion rates. Use clear and concise language, avoid jargon, and break up long paragraphs with relevant images or bullet points to
make the form easy to navigate. Additionally, including a progress bar can motivate attendees as they see how far along they are in the
registration process.




THREE BEST PRACTICES FOR EVENT
REGISTRATION

Clear Event Communication

Transparency is key. Ensure all event details, pricing structures, and
deadlines are clearly communicated, leaving no room for confusion.

Hidden fees or unclear payment options can quickly turn off attendees,
leading to abandoned registrations. If your event has multiple pricing
options, make them easily visible before a prospective attendee starts to
register, and provide a breakdown of what each option includes. This helps
attendees make informed decisions and ensures there are no surprises when
it comes to payment.

Personalized Options

Offering tiered registration types, such as early bird or group discounts, adds
flexibility for attendees and can increase early registrations.

Ask attendees relevant questions, such as dietary requirements or
accessibility needs, so you can accommodate them on event day. This
personal touch shows that you value your attendees and are willing to make
accommodations to help them maximize their event experience.

Automation in Conference Registration

Automating pre- and post-registration communications, such as
confirmation emails and reminders, can enhance your attendee experience
and reduce the workload on your team. Event planners can utilize the data
captured at registration to send personalized communications such as
tailored event updates, recommended speaker sessions, and exclusive offers
to create excitement leading up to an event.




EASY EVENT REGISTRATION TIPS TO
IMPLEMENT NOW

Implementing bite-sized improvements can have a noticeable
impact on your event today!

1 If you're not ready to change your registration platform, you can
ATTENDEE adopt these strategies to improve the attendee experience:

WALK-IN

Offer a guest checkout option for new attendees to simplify
their registration process.

« Use autofill fields to save time for attendees who have
previously registered for one of your events.

« Provide clear contact methods for queries.

+ Make registration deadlines visible to create a sense of urgency
and encourage early sign-ups, such as a countdown timer on
your registration page.

+ Integrate word-of-mouth marketing platforms like SnoBall to
incentivize attendees to refer friends and colleagues to your
event.

« Testyourregistration process—is it easy to use? Did you get
annoyed filling out any of the fields? Make any necessary
adjustments to ensure a smooth experience.

These tips can help you streamline your event registration process
and create a positive experience. They can also increase sign-ups,
reduce drop-offs, and ultimately make your next event a huge
success.
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UTILIZING THE RIGHT EVENT
REGISTRATION TECHNOLOGY

There are a myriad of registration solutions available today, and it’s
important to determine the right fit for your event needs since many have
bells and whistles that you may or may not need. First ask yourself if you
want a DIY platform, a mixture of DIY and professional services, or someone
to provide you with a full turnkey solution. It can be helpful to ask industry
peers who manage similar events for referrals.

Many platforms offer features such as automated email confirmations,
customizable registration forms, and secure payment options, which can
make it easier for both attendees and organizers. The advantage of using a
tried and trusted platform is that it'll know events. It will understand the
needs of event organizers and have systems in place to streamline your
registration process. Taking some time to research and evaluate options and
pick the right platform for your needs will allow you to focus on other
aspects of your event while having peace of mind that your registration
process is being handled efficiently.




Benefits of Event Registration Software

Dedicated event registration software offers numerous advantages over manual
processes, including automation, better data management, and improved
attendee experiences.

1. Efficiency and Automation: Event registration software automates
repetitive tasks such as sending confirmation emails, reminders, and
generating attendee lists, saving significant time compared to manual
processing.

2. Accuracy and Data Management: Reduces human error in data entry and
management, ensuring more accurate attendee information. The software
also allows for easy access and analysis of registration data.

3. Enhanced Attendee Experience: Provides a smooth and straightforward
registration process for attendees, often with automated personalized
options and immediate confirmation, improving overall satisfaction.

4. Payment Processing Integration: Securely handles transactions through
the registration platform, offering convenience and building trust with attendees.

5. Scalability: Easily manages registrations for events of any size, from small workshops to large conferences, without additional
resources - all in one platform.

6. Real-Time Reporting and Insights: Event organizers gain immediate access to registration data and analytics, enabling them to
make informed decisions and adjustments.

7. Marketing and Communication Tools: Often includes built-in tools for email marketing, social media integration, and targeted
communications, allowing for effective promotion and updates related to the event.

8. Customization and Branding: Platforms enable organizers to customize registration forms and pages to match an event’s
branding, providing a consistent experience for attendees.

9. Time and Cost Savings: Save on team resources and reduce the likelihood of human data input errors.

10. Improved Security: Ensure the safety of participant data and financial transactions, adhering to compliance standards and
reducing the risk of data breaches.




Ensuring Accessibility in Event Registration Forms: A Standard for Inclusivity

Accessibility in event registration forms is not just a consideration; creating an inclusive environment that welcomes participants
from all walks of life is necessary. Ensuring your registration process is accessible means that everyone, including people with
disabilities, can easily sign up and participate in your event without facing unnecessary barriers. Here’s what should be considered
standard for inclusivity in event registration forms.

_o* -
TEXT
READABILITY

Use clear, simple language
and a readable font size.
Avoid jargon or complex
terms that might confuse
users, and make sure there is
high contrast between text
and background colors.

ALT TEXT FOR
IMAGES

Include descriptive
alternative text (alt text) for
images, especially those that
convey important
information like logos or
icons indicating form fields.
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KEYBOARD
NAVIGATION

Ensure that the entire
registration form can be
navigated using a keyboard
alone - for example, by
pressing "tab" to shift
between fields. This is cruciz
for users who cannot use a
mouse due to mobility or
vision impairments.

SCREEN READER
COMPATIBILITY

Design forms to be fully
compatible with screen
readers, allowing visually
impaired users to
independently understand
and fill out the form. Proper
labeling of form fields and
buttons is essential for this.
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CAPTIONING
AND AUDIO
DESCRIPTIONS

If your registration process
includes instructional videos
or multimedia, ensure they
are captioned or include
audio descriptions so all
users can understand the
content.

ADJUSTABLE
TIME LIMITS

If there are time limits for
completing a registration
(such as "you have 10
minutes left to register"),
allow users to request more
time if needed. This is
particularly important for
users who need additional
time to read or interpret the
information.
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ERRORID AND
FEEDBACK

Provide clear, specific
feedback should a user make
an error filling out the form.
Errors should be easy to
identify and correct, and
suggestions for fixing them
should be provided whenever
possible.
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TESTING WITH
REAL USERS

Conduct usability testing of
your registration process with
individuals who have
different access requirements
to identify and address any
accessibility barriers that
automated tools might not
catch.




CONCLUSION

The success of any corporate event hinges on an efficient and seamless
registration process.

Cumbersome procedures can deter both organizers and attendees,
leading to wasted time and reduced participation. To mitigate these
issues, it's essential to streamline your event registration process.

This involves optimizing for mobile devices, limiting form fields to
necessary information, integrating secure payment gateways, and
crafting registration forms that convert.

Clear communication, personalized options, and automation further
enhance the registration experience.

If you implement these strategies for your next event or conference, you
can significantly improve attendee satisfaction, increase sign-ups, and
ultimately ensure the success of your event.

Are you planning your next event and seeking guidance on streamlining
your registration process? Contact SmartSource® to help ensure the
success of your next event!
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