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A Confirmation Merge Document (Merge Doc) is an automated way to send an email to attendees, presenters,

exhibitors etc, with details of their registration or booking.

To create one:

1. Go to the Communications PanelCommunications Panel.

2. Select NewNew in the Merge Docs section.

3. In the Type dropdown, select Confirmation.Confirmation.

4. Enter the name of your new document and apply your brand.

5. You can also choose to clone a previously written Merge Doc from your current event, or another event.

6. Select Create.Create. You'll then see the Merge Doc builder.

https://eventsair.intercom-attachments-1.com/i/o/1105530862/e4cbb4df7c9e4aa0fb2a2e50/event-communications-mergedoc-new-fullscreen-example-2.png?expires=1734177600&signature=66cd1773046ee00152d15368eb3a62ed96babef49fe3b1def18d0f2887aef575&req=dSEnE8x9nYlZW%252FMW3nq%252BgTY1NBkZjbrKTizmucPE%252FhuOly5rheNseyiIhDgB%250ApMwP%252F2jdUDIy0mk%252B1xwZiWZGyzc%253D%250A
https://eventsair.intercom-attachments-1.com/i/o/1105530866/c0d0c2e419c299b00e577978/2022-new-merge-doc-builder.jpg?expires=1734177600&signature=cd0377b7fd0aaf981bae28df17444b9bf76993df28d0836d77f4f1767dfd015a&req=dSEnE8x9nYlZX%252FMW3nq%252BgX1wzT4o%252FDRLVY3W19XSrD8GMa3nt2e49P3RHdZJ%250AhJd9fdBhfgvBSOaAi5xPoUKnif4%253D%250A


7. You can use the drag-and-drop method to quickly design and customize your content, including with text and

images.

8. For a typical Confirmation Merge Doc, you'd drag these elements from the left side of the screen to the preview

area on the right:

Contact DetailsContact Details – to show the attendee name, address, email, etc.

TextText – to create an introductory paragraph.

Registration DetailsRegistration Details  – to show this attendee's actual registration items.

Function -Function - to show any functions they've booked.

Accommodation Accommodation – details of the attendee's hotel booking.

Text Text – to give details and offer a closing salutation.

To edit sections:To edit sections:

10. In the Text component, click on the Setup Cog on the right.Setup Cog on the right.

11. Enter your preferred text in the Text tab, for example:



Thank you for registering for our 2026 Conference.

Please check the following details to ensure everything is correct with your registration.

12. You can make other changes too. For example, in the Registration Component, if you click the Setup Cog,Setup Cog, in

the Fields Tab,Fields Tab, you can de-select everything except for the Show Registration NameShow Registration Name options. You should tailor your

document to suit your needs.

You could also edit the Functions Component, for example, by clicking on the Setup Cog, and then in Fields TabSetup Cog, and then in Fields Tab , de-

selecting everything except for the Function Group Name, Function Date, Function Start TimeFunction Group Name, Function Date, Function Start Time  and Function End Time Function End Time.

14. You can add more text at the end, using the second Text Component. Click on the Setup CogSetup Cog and enter your text,

such as:

We look forward to seeing you in Las Vegas!

Sincerely,

Your Conference Registration Team

15. Select PreviewPreview. This will show you a GENERIC version of the email (NOT with your event's details). You can continue

to fine-tune the formatting, content and structure until you're happy with your Merge Doc email.

16. When ready, set up when this email will be sent and the recipient(s), for example via the CommunicationsCommunications

PanelPanel and/or by adding to the Confirmation Email section of your interactive (registration) site (which you would build

from the Online PanelOnline Panel).

You can build multiple Confirmation Merge Docs to use in different places, such as the Presentation Portal, or add a

separate Submit Action on your interactive (registration) site.

Planning ahead and having these send automatically, triggered by certain actions on sites and portals/apps, can cut

your administration workload dramatically.


