1. Pre-Conference Communications
Hello XXX Attendees!
Welcome you to our upcoming event, XXX.  We are excited to demonstrate to you that we are taking our conference to the next level by delivering the resources you need to make the most out of this experience.  We also hope to go as completely paperless as possible for this event.
Through our strategic partnership with AdvisorAdit, you are now able to access content about our event including the agenda, presentations, etc.  You can also take surveys and track your Continuing Education (CE) credit on any leading smartphone or tablet*.  For a short overview of how to request CEs using our new app, click on the video below.  To access your conference materials and register for CE, click on the link below:
Your Passport Link Here

Mobile CE Tracking & Surveys
For attendees seeking CE for this event, using the service is easy.  Please take a moment to check out the app and update your details if needed!  If this information is missing or incorrect, we will not be able to submit your credits on your behalf.  We recommend you do this in advance of the conference!  Here’s how:
· Log-In: Click on the link above to access the mobile app.  Go to the Courses tab and using the email you used to register for the event along with your zip code. You will then see the list of available courses for this program.
· Review Your Account Information: Please take a moment to review your account information by clicking on the profile icon in the top right corner and confirm/update your designation IDs.  
· Requesting CE:  
· Checking In (If required) At the beginning of each session, click on the green hat to check-in. When you return to the course list, you will see a red hat indicating that you will need to check-out. 
· At the end of each session, click on the red hat and enter the PIN produced by the session speaker. Your status will automatically update upon completion. 
· Surveys:  Surveys are available for each session.  The survey will appear following your CE request.  If you are not eligible for CE, a blue survey icon will appear next to the course name.  Please provide your feedback… it’s important to us!
· Certificates:  To access your certificates, go to your profile in the top right corner.  When they are available, you will see certificate icons next to your eligible designations for any completed classes.
*An Internet connection is required
Note to Host:  You can include an AdvisorAdit Video.  You can attach the link to a phrase like “Video”.
https://vimeo.com/226165502/8fc453c622a
2.  “Day Of”  Conference Communications

Subject Line:  Conference Name Passport Link and CE Instructions


Hello XXX Attendees!
This is quick reminder that XXX HOST will be using AdvisorAdit mobile event services.  By using the passport link below, you will be able to access all your conference materials and register for CE requests.  Note that you will need to use this specific link, so please keep this email.   (Bookmarking does not work).

Your Passport Link


Check out the short video below to learn more about the service.  If you have any questions, please contact your host for further assistance.

https://vimeo.com/231591457

Thanks!

EVENT HOST

[bookmark: _GoBack]Note to Host:  You can include an AdvisorAdit Video.  You can attach the above link to a phrase like “Video”.
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