Registering for EfM for the 2023—-2024 Year

General Guidelines for Creating an Amilia Account

The following steps are modeled on an earlier registration guide originally outlined by Ed McDonough in Toronto. The present
document is focused on the steps involved in creating an Amilia account and has been edited and updated for the current year.
Many thanks to Ed for his significant contributions as we first moved to an online registration process.

Introductory Notes and Reminders

All registrants in EfM programs and events must have an account with the online Amilia
SmartRec eCommerce platform. If you have not done so already you will need to create an
Amilia account.

CANADA

This set of guidelines is intended to help with that process and may be downloaded from the
EfM Canada website. The document is in PDF format and should be readily opened in a
variety of PDF reader applications: Adobe Acrobat Reader, Foxit PDF Reader, Nitro PDF Reader,
etc. The downloaded file will then be available for reference as you go through the steps of
creating an online account and the links that are embedded in the file should be active.

As noted above, the current guidelines have undergone significant editing since first
introduced. As a result, a number of the screenshots that follow will be out of date (literally)
and will not accurately represent what actually appears on your computer screen. We've
done our best to ensure that such anomalies are insignificant and that they will not effect the
clarity of the directions offered or the registration process itself. That said, if there are steps
that are unclear or lead to unexpected results please let us know—our goal is to facilitate as
straightforward and seamless a registration process as possible. Many thanks.
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Accessing the Website

« Click on the following link to access the Amilia website: https://www.amilia.com/

o The Amilia homepage should load in a new browser window, appearing much like the one below

Francais
-
< m—

ope
al I "IIa Products v Pricing Company v Resources v Sign in -

ding! Read More

The smartest and easiest way
to offer, manage, and sell 8
activities online SY

SmartRec is an eCommerce platform for activities and recreation. We

enable organizations to engage with their community by making it easy s

to find, register, and pay for activities online.

5
\ b,

e Click on the ‘Sign in’ button found on the top right hand side of the screen, highlighted by the red arrow above

o This will take you to the ‘Log in’ screen found on the following page
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Log in / Create an account

Login

Email
example@domain.com

Password

Log in with Facebook

G Log in with Google

n Log in with Microsoft 365

Login Signup Frangais

Create an account or reset your <
password

Exploring Amilia? Check us out here.

Create an account

First name
Robin
Last name
Graves
Email
rgravesca@yahoo.ca
Password

............. @

©2022 Amilia Enterprises Inc. All ights reserved.  Legal  Knowledge base  Support

Log in with Facebook

G Log in with Google

.J Log in with Microsoft 365

Login Signup Francais

<
Create an account <

By clicking on "Create an account”, you agree to the

User Service Agreement and Privacy Policy.

Log in or reset your password

©2022 Amilia Enterprises Inc. Allrights reserved.  Legal  Knowledge base  Support
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Click where it says ‘Create an account’
near the bottom of the ‘Log in” window;
the screen illustrated at the bottom of
this page will then open

Fill in your First name, Last name, and
your Email address. Create a good
password for your account. If you want
to see the password you are entering,
then click on the ‘eyeball’ to the right of
the password box

Make sure to record the email address
and password that you use to ensure
that you can readily log into your
account at a later time

Click on the ‘Create an account’ button

You will then see a ‘Create an account’
confirmation window similar to that
illustrated on the next page



Log in / Create an account

8 SmartRec {90 Sane F o This will indicate that your
account was successfully created
and that an email confirmation
e e, will be sent to the email address
used when creating the account

Create an account

email.

You are now ready to register for activities and make
purchases on Amilia.

- e Additional instructions needed to
validate your email and account
- for future use will be included in

the email

« DO NOT CLICK ON ‘Continue’ at
this point

©2022 Amilia Enterprises Inc. All ights reserved.  Legal  Knowledge base  Support

Verify your new Amilia account

« Go to your email client and you
A HOME MAIL NEWS SPORTS FINANCE CELEBRITY STYLE MOVIES WEATHER MOBILE ShOU|d See a neW email from

e : i
Amilia’ with the Subject Line -
oot a J

‘Verify your new Amilia account’

Maintain your memb  REMINDER: Upgrade  Verify your new Amili v

O Baww B Woss Qs = Sort v e |If the email does not arrive in

| mbox B = your Inbox it may have been
:r;r::: . Microsoft Ad  Empower productivity with modern devices Be instantly productive anywhere with new Windows 1 Cro ﬁ Ite re d by yo u r e m a i I p rog ra m _

® Amilia Verify your new Amilia account Activate your new Amilia account. Thank you for registeri... 12:36 pm.

ot . please check your Junk Mail and

Sent Earlier in June

Archive Canada Computers Your Canada Computers Verification Code Your Canada Computers login verification code i... Jun 11 S pa m fO I d e rS tO See If It IS t h e re
Spam
Trash Canada Computers & Electronic... Forgot Password for Canada Computers Robin Graves, Your password: GZCnyuAEsz Please ... Jun 11 .

e Open the email message and you
Sless Costco Wholesale Maintain your membership status Enroll into membership auto-renewal online View as web... Jun9 .
should see an email that appears

Folders Show = OverDrive, me Important: Email address change for your OverDrive account 2 from: Yahoo!Mail - re Ov... May 23 | i ke t h e SC ree n S h Ot O n t h e n eXt
page
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Confirm email address

A HOME MAIL NEWS FINANCE CELEBRITY STYLE MOVIES WEATHER MOBILE yahoo/mail €

yahoo/mail Find messages, documents, photos or people v Q . Robin

Maintain your memb  REMINDER: Upgrade RGNt

Crack A N B 8 Achive  B¥Move T Delete @ Spam  eee vXx E@E O

| Inbox 999+ ‘ls Amilia Support e

—

Unread

Starred i »
Verify your new Amilia account Robin Graves/Inbc

Drafts =) |

Sent ‘ts Amilia <support@amilia.com /= Mon, Jun 20 at 1236 pm

To: rgravesca@yahoo.ca
Archive ~ g t
Spam

Trash

S (@] SmartRec

Views Show

Folders Show

Thank you for registering with Amilia!

Click the link below to verify your email address and activate your Amilia
account. This confirms that your email address is correct and can be used to
send you invoices, receipts and help you recover your password, should you

ever need to do so.

Settings TF

a

Confirm email address

‘Your Amilia account allows you to centralize all of your activity, registration and
payment information in one place. Your registration information will be saved
s0 you can save time during future registrations. For help using your Amilia
account, check out our Help Center

Sincerely, The Amilia Team

Amilia Enterprises Inc. + 1-877-343-0004
1751 Richardson Street, Suite 3.105 « Montreal, QC + H3K 1G8 Canada

« @« »
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Click on the ‘Confirm email
address’ button, as shown to the
left

A new Amilia SmartRec browser
tab - ‘Welcome to Amilia’ -
should open indicating that your
email address has been
confirmed - see next page



Welcome to Amilia

Welcome to Amilia

rgravesca@yahoo.ca ~  Frangais

Your email address was confirmed. You can now log into your

account.

<
<

Login Signup Frangais

Log in with Facebook

G Log in with Google

u Log in with Microsoft 365

Back to Amilia
Login
......
Q] SmartRec
Login
Email
example@domain.com
Password
4
<
Create an account or reset your
password

Exploring Amilia? Check us out here.

©2022 Amilla Enterprises Inc. Allights reserved.  Legal  Knowledge base
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The new tab will include your
email address in the top right
hand corner of the screen (see
green arrow) and will also
indicate that you can now log
into your account

Click on the ‘Back to Amilia’
button—one of two things should
happen next:

= a ‘Login’ screen will
open—in which case you
will need to enter the
email address and
password associated with
your new account and then
click on the ‘Log in’ button

or

= the homepage of your
Amilia account will open,
as illustrated on the
following page



Personal account - Home

SmartRec rgravesca@yahoo.ca ¥ | FR

Personal account # Home <—

rgravesca@yahoo.ca

o The homepage of your newly
created Amilia SmartRec account
will be similar to the one

Home About Amilia My calendar

Billing
Q SmartRec No activities yet

Purchases Amilia has partnerships with many organizations. Yourcalencaryll showus here i I I u st rated

. Bt  The vertical menu bar on the left
hand side of the webpage
Upcoming events provides access to information

All people -~ v
Documents

and functions associated with
your account

Settings No activities

Q Find a store

Activities without schedule

All organizations - v All people - v

No activities

©2022 Amilia Enterprises Inc. All rights reserved Legal Knowledge base Support

« Billing: a snapshot of your current account balance, with a history of the billing transactions in the account
e Purchases: a cumulative list of the registrations or purchases made in the account, including cancelled items

o Wallet: credit card and / or bank account information you have stored in Amilia for ready access when making
future registrations or purchases

« Members: a list of those added to your account and authorized to use your account for registrations made
through Amilia*; it includes contact information for each member—see the next page for more information
* Note: as account owner you are responsible for all financial transactions made on your account

e Membership cards / Communication / Documents: it is unlikely that you will need to access these menus

« Settings: allows you to change your account information—can be used, for example, to change your account
password if needed

Page 7



Personal account - editing basic account member information

%R . e « You will need to add information
e @00 = to your Amilia SmartRec account
to complete this phase of the
account setup

wal Robin Graves
allet
& rgravesca@yahoo.ca

# Members 1l Delete

Memberships cards

Communication

Upload profile picture

Documents

Settings

& Personal information

Q Find a store
Sender, Not specified v

j *
First name Robin

Last name e

Q Address

& Contact information

Email rgravesca@yahoo.ca

iZLog

Date Changes Done by

©2022 Amilia Enterprises Inc. All rights reserved. Legal Knowledge base Support

e Onthe homepage of your account, click on ‘Members’ in the menu bar on the left side of the page - the
screen should change and be similar in appearance to the one illustrated above

o From here you will be able to edit your ‘Personal information’, ‘Address’ and ‘Contact information’ - missing
information may need to be added—see the related illustrations on the following pages
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Personal account - editing Personal information

(8] Smartrec rgravesca@yahoo.ca ¥ | FR . -
s . — o Click the blue ‘Edit’ button next
Personal account Members RG
rgravesca@yahoo.ca { H > )
sl to ‘Personal information’ to
Home Person Robin Graves v .
begin
Robin Graves « ‘Gender’ - we do not collect
- il o gender information as part of our
13 lembers i Delete
registration process
e ‘Middle name’ - a middle name is

§ Documents

not required to finalize your
Amilia account creation*

Settings

& Personal information

Q Find a store _’ Gender Not specified .
— e rame * Note: EfM students may include
Lastnames g additional names when asked for
= tmemm [~ M- I the certificate name that should

appear on the graduation
certificate issued by EfM

& Contact information Sewanee upon completion of the
full four year program

Q Address

Email rgravesca@yahoo.ca

« ‘Date of birth’ - again, this not
required to finalize your Amilia
account creation*®

Forms by organization

i=Llog

Date Changes Done by

* Note: however, it is optional
when registering for a specific
EfM program or event and is
helpful as we plan for the future

e Click on the green ‘Save’ button
before continuing to the next

age
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Personal account - editing Address

Blimee EE « Click on the blue ‘Edit’ button to

Personal account & Members RG

rgravesca@yahoo.ca b e g i n
Home Person  Robin Graves v Add a person

Billing

o ‘Address 1’ is a required field

Purchases

e © Robin Graves o ‘Address 2’ information
s requested here may also be
e included in the ‘Address 1’ field
. in accordance with Canada Post
o R guidelines
S i Conter e~ « ‘City’, ‘Country’ and ‘Postal Code’
are all required fields
« When you select ‘Canada’ from
 pdress the drop down country list an
additional ‘State/Province’ field
e appears - this is also a required
— A field
:: ; « When all of the required fields
— e are completed please click on the
P ——— confirmation check box ‘l confirm

this is my address’

& Contact information

o Click on the green ‘Save’ button
before continuing to the next
Forms by organization pa ge
iSLog
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Personal account - editing Contact information

M S R . « Click on the blue ‘Edit’ button to
T e begin
o ‘Email’ was filled in at the time
Robin Graves your Amilia account was created
: W S and should not be changed
« ‘Phone number’ is a required
‘ field - please enter a home or
e R landline number here
— * if you do not have a landline
— please enter a cell phone number
astrames QD here and in the ‘Cellular’ field
below
9 Address
o ‘Work Phone’ and ‘Work Phone
& Contactinformation Ext.’ are optional fields
:: « ‘Cellular’ is an optional field
—  orkPhone unless it is the only phone
— WorkPheneEe number you have
— * if that is the case, then it must
be included in both the ‘Phone
R AT number’ and ‘Cellular’ fields
i=Log
 Click on the green ‘Save’ button

before continuing to the next
page
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# Members

Q Find a store

Logging out and next steps ...

SmartRec

Personal account & Members
rgravesca@yahoo.ca

Home Person  Robin Graves v Add a person

Billing

Purchases

Robin Graves
Wallet
2 rgravesca@yahoo.ca

1 Delete

Memberships cards

Communication

Upload profile picture

Documents

Settings

& Personal information m

Gender Not specified v

i *
First name Robin

*
Last name Craves

9 Address m

& Contact information

L rgravesca@yahoo.ca

iSLog

Date Changes

©2022 Amilia Enterprises Inc. All rights reserved.

Go to the EFM website http://www.efmcanada.ca/

Legal Knowledge base

Done by

Support

Click on the blue link where it says ‘REGISTRATION PORTAL FOR EfM 2023 - 2024’

rgravesca@yahoo.ca ¥ | FR

RG

When the edits to your basic
account information have been
entered and saved you will have
completed all the steps necessary
to set up an Amilia SmartRec
account

To logout of your Amilia account
you will need to click on your
name / email address at the top
right of your screen

A blue ‘Logout’ button will
appear beneath your name /
email address

Click on the ‘Logout’ button and
then close your Amilia browser

windows to completely exit the

Amilia website

You may now use your Amilia
SmartRec account to register for
all EfM Canada programs and
events

Look for the program in which you wish to register - guidelines and links are available for each of the four programs

offered—you are encouraged to download the guidelines to have at hand as you move through the registration process
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