
P a g e  | 1 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Secure Evite Event Management Guide 
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Tri-Force Consulting Services Inc. 
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Introduction  

Our solution is a cloud based Web and mobile platform to automate Event management process and at the same time 

customizable and flexible for Government needs and able to streamline the process for the event attendees. The 

Solution allows organizing conferences and events for your organization. It gives the ability to manage and have access 

to all your attendees’ information by event at your fingertips before, during or after the event.  

Event management: 

1. Highly Secure Do-it-yourself (DIY) event management platform providing best features like setup online 

event registration, invite prospective attendees, and event agenda and many more.  

2. Ability to define custom registration fields, custom email templates for reminders 

3. Keep track of registered attendees and event sign-ups. 

4. Allow attendees to enter their name as well as their guest’s name, and email address. Steps for  submitting 

the request to get the pass for the Event 

5. Enable unit administrators to print out a list of approved or disapproved attendees and all the 

corresponding information 

6. Afford the organization the opportunity to work with organizer to deny or approve visitors on the list. 

7. Enable your organization to log on and approve or deny visitors in the system 

8. Automatically generate an e-mail with an approval pass or an e-mail stating disapproval for the pass 

requests. 

9. Ensure passes have an individual Quick Response (QR) code and display the names of visitors approved to 

attend the event on post along. 

10. Use Secure Evite App for security check in point.  

11. Enable the passes to be usable by printing a copy or displaying on a mobile device. 

12. Store guest history and allow historic reports to be generated 
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 Setup Event Registration 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      

Steps  

1. Open browser and log on to http://epilogue.secureevite.com/  
2. Current User : Enter User Id and Password  
3. Click on Login   
4. It will be show the List of events page 

 

Note: If you forgot log-in ID and password then click on Can’t 

Access Account? 
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Create an Event 

Easy way to create your online event, our cloud base event management automation platform is highly secure and no 

technical skills are required. Here is complete guideline for Event Management. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Steps: 

1. Click on Menu and then click on event  

2. Click on Add Event   

3. Then It will be open new page 

4. Add all required information Like Event Name, 

Location, City, State, Event Date Etc. 

5. Click on Add  
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 Event Management  
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1) Setup Registration 

In this section:  

You have to fill event details like 

 Event Start dates  

 Event End Dates 

 Last date for registration  

 Available for registration by   

 Event Agenda  

 Logo 

 Description  

 Organizer details   

 

 

Click on Menu then Event Management  

From Event Management page you can manage various features of organizing the event  

1. Setup Registration  

2. Mange Passes 

3. Advance Options 

4. Event Help  
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2) Manage Passes 
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1. Click on Manage Passes Manage Tickets 

2. Click on Add 

3. It will be open the pop up window 

4. Now Add the Pass details Like: 

 Max. Number of passes to issue 

 Max. Number of passes per Attendee issue 

 Add Pass Description 

5. After filling all fields click on save 
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3) Advance Option 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the Advance option event organizer can manage  

1. Custom Registration Fields 

2. Customize Email Message Template 

3. Import Prospective Invitees 

4. Manage Prospective Invitees 

5. Send Invite email to prospective invitees 

6. Send reminder email to approved invitees 

7. Cancel Event  
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Customized Registration Fields  

Custom registration fields that is shown to attendees to provide at the time of submitting the request for 

visitor’s pass  

Click Menu > Event Management > Select Event > Advance Option > Customized registration fields 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: After registration of attendees you cannot modified on it 
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Customized Email Message Templates 

Click Menu > Event Management > Select Event > Advance Option > Customized Email Message Templates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. You can also create your own.  

2. Simply go to 'Customized email message Template 

3. Click on Add 

4. You can add and edit your Text/HTML there. Once you're happy with your 
template message, give it a subject and save it.  

5. It will then be available in your list of email message templates when you are 
composing an email. 

6. Later you can View, Edit and delete the template message text 
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Import Prospective Attendees 

For Import Prospective attendees:  Click Menu > Event Management > Select Event > Advance Option > Import 

Attendees  

Before importing file, you need download sample file and read all instruction, Add data according to sample file and 

then choose file and click on upload file. 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

Note: In excel sheet First Name, Last Name, Email id and Phone number these field are mandatory.   
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Manage Prospective Attendees 

Click Menu > Event Management > Select Event > Advance Option > Manage Prospective Attendees 

Here various function you can perform like insert, update delete attendees 

 

 

  

 

 

 

 

 

 

You can also add attendee’s details manually by clicking add button on top  
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After entering details click on submit button for add attendees  

 

 

 

 

 

 

 

 

 

 

You can update attendee’s details by clicking on edit button right hand side 
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Send Invite email to prospective invitees 

Click Menu > Event Management > Advance Option > Send Invite email to prospective invitees 

 

 

 

 

 

 

 

 

Here organizer can send invitation to prospect attendees, where attendees can register and get passes 
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Send reminder email to prospective invitees 

In Same way Event Organizer can send reminder mail to prospective invitees. 

 

 

 

 

  

 

  

 

 

 

 

 

 

 

Cancel Event 

By this function you can cancel event.  Attendees will get regarding event cancel.  
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4) Manage Event Help option  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In Event Help Section Organizer can View List of  

1. View Not Responded Invitees 

2. View Registration request waiting for approval 

3. view Decline invitees 

4. View Approved invitees  

5. View Denied invitees 

6. View attended visitors 

7. Event Registration summary 
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View Not Responded Invitees  

Click Menu > Event Management > Select Event > Event Help > View Not responded invitees 

Event organizer can view not responded invitees list. 

 

 

 

 

 

 

 

 

 

 

 

 

 

View Registration request waiting for approval 

Click Menu > Event Management > Select Event > Event Help > View Registration request waiting for approval 

Here you can view list of attendees those are registered for the event and waiting for approval.  

 

 

 

  

 

 

 

 Organizer can download list in Microsoft Excel .csv file format 
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Note: when Attendees get approved then they will receive confirmation mail with passes. 

 

View Decline invitees 

Click Menu > Event Management > Select Event > Event Help > View Decline invitees 

 

View Approved invitees 

Click Menu > Event Management > Select Event > Event Help > View Approved invitees 

 

 In View Registration request pages, Organizer can assign the 

approval or denial to the attendee’s requests. 

 By selecting multiple name and click on Approve or Deny  

 Organizer can download list in Microsoft Excel .csv file format 
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View Denied invitees 

Click Menu > Event Management > Select Event > Event Help > View Denied invitees 

 

Event Registration Summary  

As Event organizer, you can monitored on event and you can summarized your event data from this function  

 

 

 

 

 

 

Event Invitation and Registration  

Once an event is set up and online registration is enabled, where organizer sends this Invitation to prospect attendees 

where visitor can view details and register for the event. And they can submit the registration request for visitor’s passes 

for the Event 
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Send Invite email to prospective invitees 

Click Menu > Event Management > Select Event > Advance Option > Send Invite email to prospective invitees 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Send Email to Prospective invitees 

 

 

 

 

 

 

 

 

 

  



P a g e  | 24 

 

 
 

 

Event pass booking 

Step-1 Open unique registration link and accept Event  

Invitees received mail with event details and registration link. 

Registration for event click on registration now button it will open new browser 

 

 

  

 

 

 

 

Here you can Accept and decline invitation of event.  
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First you need click on continue button and enter your email id, click on Send OTP 

 

 

You will get OTP on your mail id copy that code and past in field. 

 

Step- 2 Verify your email id. 
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Click on confirm OTP and click on Next Button in bottom 
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Step 3- Pass Details 

Enter Guest quantity and click on next  

 

 

 

 

 

 

 

 

 

 

Step – 4 Enter Guest Information as per requirement and click on next 
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Step-5 Checkout 

Verify all details and click on Register now.  

Step 6 Registration successful 

You will get message registration successfully completed, Attendees will received confirmation mail after event 

organizer approve for the event 
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After approval to attendees by event organizer, Attendees will received event passes that you need to bring with you, it 

is very necessary at check in point at gate of event.  
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How to perform the Pass Entry Check at the visitor’s entrance gate 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step- 2 Sign In in to your account 

To launch the app, tap the application icon on the home 

screen of your Android device. 

Note: This app requires your device to be connected to the 

Internet 

Current User: 

 Enter user id and password  

 Click on Log in  

After log in it’s ready to access Secure Evite app in your 

device. 

Note:  If you are not able to log in your account then click on ‘I 

can’t access my account’ and follow instruction. 

 

Step-1 How to install App? 

Depending on your mobile device, go to Secureevite.com and click on Get 

App link to download the app to install on the mobile device (Phone) 
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Step – 2 Scan QR Code of Attendees  

 Tap on current Event Name  

 Click on Pass Entry Check  

 It will be open scanner camera then scan the badges 

 Select name of attendees  

 Click on ok  
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Secure Evite Event Management System  

For more in-depth features information, Logo on www.secureevite.com 

 

 

 

 

 

               

               

               

               

               

        

Tri-Force Consulting Services Inc. 

Business Center, of Lansdale 

650 North Cannon Avenue, Lansdale, PA 19446 

Phone :( 267)263-3178 Fax:  (267)-200-0026 

Email: info@triforce-inc.com   

 

http://www.secureevite.com/

