ePay event setup request form
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Request form for setup of online event booking through ePay

Notes

Please e-mail the completed form to finance.helpline@ed.ac.uk
To comply with GDPR the University must have a legal basis for processing all data collected and all events added to the system must be under a business requirement.

Please complete all sections of this form and provide as much information as possible.  You event will look better when displayed on ePay if we are able to include descriptions and images.
Fields highlighted in red are mandatory – we will not be able to process your application unless these are filled in.

Further information on ePay can be found on the Finance Training Hub at
https://www.ed.ac.uk/finance/finance-training-hub/finance-systems/epay-system
To request a refund for an event delegate who has booked and paid through ePay, please complete the ‘ePay Refund Form’ which can be found on the Finance Training Hub at 

Please note that once an event is set up the changes that can be made are limited, for this reason we ask that the information provided on forms is as accurate as possible. 
Section 1- Venue or location details

	Location name:
	
	Venue capacity:
	

	Venue details:
	

	More information:
	


If possible please e-mail a suitable image of the venue, along with this application form, to finance.helpline@ed.ac.uk 
Section 2 – Event details

	College:
	

	School:
	

	Category:
	

	Event name:
	

	Short description:
	

	Event capacity:
	

	Further information for delegates:
	

	Event website: 
	

	Contact information for delegates:

NB.  These contact details will be displayed on a publicly available website.
	


If possible please e-mail a suitable image to illustrate the event, along with this application form, to finance.helpline@ed.ac.uk 
Event dates

	From:
	
	To:
	


Booking dates
By default delegates will be able to make bookings for your event from when we receive and process your request until the date of the event.  If you would like booking to be restricted to specific dates please enter these below.

	From:
	
	To:
	


Optional events

Please include within ‘Optional events’ anything which has a separate charge, or is optional.  If necessary please outline which types of delegates can book these activities: e.g. if certain sessions are not open to student delegates please note this below.

You may attach a file of this information if this has been prepared separately or itemise in the space below:
	
	Name
	Description
	Price
	Notes

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	


Delegate questionnaire

A questionnaire can be set up to collect information from delegates.  If you would like a questionnaire added to the booking process, please list the questions you would like to ask your delegates e.g. Company Details, Company Name, allergy information.
Please note that ePay will always record the delegate’s name, address and e-mail details, however if these are details that you would like to report on then you can add them to the questionnaire.

	
	Question
	Mandatory

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


Section 3 – Attendee categories
	Title
	Description
	Price
	VAT1
	Capacity

	
	
	
	E
	

	
	
	
	E
	

	
	
	
	E
	

	
	
	
	E
	


Section 4 – Finance Codes
	Entity
	Fund
	Cost Centre
	Account
	Analysis
	Portfolio
	Product
	Intercompany

	110
	
	
	
	
	00000000
	00000000
	000


To check your Financial Codes please use our online CoA Mapping Tool, located at:
https://uoe.sharepoint.com/sites/FinanceSpecialistServices
1   For VAT please enter ‘S’ for Standard rated (20%), ‘Z’ for zero-rated, and ‘E’ for exempt.

Section 5 – Notification e-mails

When a place is booked on your conference ePay sends automatic notification e-mails.  Please provide below the UoE e-mail addresses to which you would like these e-mails to be sent.

You may specify more than one e-mail address, and you must provide at least one.
Email address must be a UoE staff email account. For GDPR reasons we can’t have sale notification emails sent to student or non UoE email accounts.

	E-mail:
	

	
	

	
	

	
	

	
	


Section 6 – Your details

Please provide your contact details so that the Financial Information Systems section may contact you if further information is required.  This information will not be displayed publicly on ePay.
	Title:
	
	School/dept:
	

	Forename:
	
	Phone no.
	

	Surname:
	
	E-mail:
	

	Position:
	
	Date:
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