HOW TO COLLECT WAIVERS FOR YOUR EVENT

IF YOU DO NOT HAVE A WAIVERS ACCOUNT please go to https://waivers.berkeley.edu/ and click on LOGIN to
create an account.

Eerkeley Risk Services

Berkeley Waiver Central
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Note: After creating your account you will need to contact Leona Chen in the Risk Services office at
leonac@berkeley.edu or risk@berkeley.edu for Event Manager access to collect waivers.

Once you have been granted Event Manager access go to
https://b2hadmin.berkeley.edu/IM/b2hadmin/welcome.aspx, and select “Risk Management — Berkeley”
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Your session timed out, please log back in to proceed.

Location: Select Location Community Login

Select Location

Campus Recreation - Davis
Lawrence Hall of Science
Retirement Center - Barkeley
Risk Management - Berkeley

Risk Management \gi§ ‘
Risk Management - TrvINg

Risk Management - Santa Wg
UC San Francisco

UCLA
University Village - Berkeley



https://waivers.berkeley.edu/
https://b2hadmin.berkeley.edu/IM/b2hadmin/welcome.aspx

3. Onthe InCommon page, click Next and CalNet Authenticate

InCommon.

University of California, Berkeley v

About InCommon | Help

© Copyright 2011, InCommon, LLC | incommon.org | InCommon: Identity and Access for Research and Education



4. On the B2H Management System page, click on the “Create Event” tab

B2H Management System Welcome, LaiaD.
Search Q

—_— Create Event = Forms

Event Management Settings v

Event Management

Current/Upcoming Events Y

Currently displaying your events only.

[0 Show all events

Show |10 ¥ |entries Search:

Event Name Event Date(s) Current/Max Registrations

test event 2/14/2018 1/50 :

Repeat Event

Showing 1101 of 1 entries Collect Waivers

https://waivers-rain berkeley, (3

2017 B2H. All rights reserved.




5. Complete information for all the highlighted sections and hit SUBMIT

Create Event Online Registration

If this event allows anline registration, complete this section

Unit * Begin Registration B Time 0]
Select Unit b

End Registration g Time (0]
* Event name

Custom confirmation message

Event description

Make sure to include

your contact info
(email/phone) here.

This text will be incorparated into the waiver document when signed Form(s)

Waivers * 0 .

oelect Wavers) view text Maximum Registrations

r mara

SHECT ON2 O more.

Add Restrictions
[ Mutti Day event

Event Date

Session

Ongoing v

Location *

@ Location

O None specified

T



You will receive notification that “Your Event was created”. Note: From this page you can do three (3) things.

1) You can start collecting waivers right away, by clicking “collecting waivers”

B2H Management System Welcome, Laila D.

Event Management Settings v Search Q

Your Event was created!

Start collecting waivers for your event: Risk Test Event.

You can send the link below to expected participants so they can register, fill out any
reguired forms and sign the waiver(s).

Event registration URL:

https://waivers-train.berkeley.edu/index.aspx?view=item&item=7177 (aq

Return to Event Management

You will be taken directly to the waivers sign in page below. You or your event staff can begin collecting
signatures directly from an iPad or computer here.

Event: Risk Test Event
Date(s): 02/17/2018 - 02/17/2018

Event Description : This is only a test of the event waivers system.

UC General Waiver

UNIVERSITY OF CALIFORNIA
BERKELEY

Waiver: In return for being permitted to participate in the activity or program ("The Activity"), including any associated use of the
premises, facilities, staff, equipment, transportation, and services of the University, |, for myself, heirs, personal representatives, and
assigns, do hereby release, waive, discharge, and promise not to sue The Regents of the University of California, its directors,
officers, employees, and agents (“The University"), from liability from any and all claims, including the negligence of The University,
resulting in personal injury (including death), accidents or illnesses, and property loss, in connection with my participation in the
Activity and any use of University premises and facilities.

Assumption of Risks: Participation in The Activity carries with it certain inherent risks that cannot be eliminated regardless of the
care taken to avoid injury. The specific risks vary from one activity to another, but the risks range from 1) minor injuries such as
scratches, bruises, and sprains, to 2} major injuries such as eye injury, joint or bene injuries, heart attacks, and concussions, to 3)
catastrophic injuries such as paralysis and death.

Indemnification and Hold Harmless: | also agree to indemnify and hold The University harmless from any and all claims, actions,
suits, procedures, costs, expenses, damages and liabilities, including attorney's fees, arising out of my involvement in The Activity,
and to reimburse it for any such expenses incurred.

Flease acknowledge that you have scrolled down, read and understood all displayed waivers for the event by completing the forrm below and
Signing your name.

e Signer e Participant

[m] Same as signer

Telephone

Email | SR S

If the participant is a minor, a parent or Guardian must sign on their behalf.

Sign Belo




2) You can copy and paste the URL and send it directly to your participants to register/sign the waiver for your
event

B2H Management System Wecoe LD

Event Management  Settings v Search Q

Your Event was created!

Start collecting waivers for your event: Risk Test Event.

You can send the link below to expected participants so they can register, fill out any
required forms and sign the waiver(s)

Event registration URL:

https://waivers-train berkeley edu/index aspxview=itemBitem=7177 (1

Return to Event Management

3) You can click on “Return to Event Management” to further manage your event waiver collection

B2H Management System Welore LD

Event Management  Settings ¥ Search Q

Your Event was created!

Starl collecting waivers for your event: Risk Test Event.

You can send the link below to expected participants so they can register, fill out any
required forms and sign the waiver(s)

Event registration URL:

https://waivers-train.berkeley edu/index aspxNview=item&item=7177 (

Return to Event Management S




On the Event Management page, select the name of your event

B2H Management System Welcome, Laila D.

Event Management Settings v Search Q

Create Event = Forms

Event Management

Current/Upcoming Events A All Units A

Currently displaying your events only.

[ show all events

Show |10 ¥ |entries

Search
Event Name Event Date(s) Current/Max Registrations Actions
Risk Test Event 2/17/2018 0/unlimited g
test event 2/14/2018 1/50 :
Previous - MNext
Showing 1 to 2 of 2 entries

You will be taken to a dashboard view of your event where you can do multiple functions (see detail below)

B2H Management System

Event Management Settings v Search Q

Risk Test Event #

Unit : Events (EV) Registration Dates : 2/06/2018 - 2/16/2018
1 7 & Saturday, February 17, 2018 Maximum Registration : unlimited
— Q Bears Lair Waiver(s) : UC General Waiver
https://waivers-train berkeley.edu/inde G Formis) : N/A
Event Description ¢

This is only a test of the event waivers system.

Custom Confirmation Description 4

Cancel Event Collect Waivers

Waivers Registration Forms

This tab only displays participants who registered online. The Waivers tab shows all users who signed a waiver onfine or in the field.

Show | 10 & |entries Search:

Name Signer Phone Signer Email Actions

No records found




You can EDIT THE DETAILS of your event by clicking on the pencil next to the event name.

B2H Management System

EventManagement  Seftings ¥

Risk Test Event # €=

Unit : Events (EV)
17
Feb

£ Saturday, February 17,2018
Q Bears Lair

Welcome, Laila D. Logout Return To BZ2H

Registration Dates : 2/06/2018- 2/16/2018
Maximum Registration: unlimited
Waiver(s) : UC General Waiver

Formmls] - N/A

You can SEARCH FOR A SPECIFIC WAIVER by participant’s name

B2H Management System

Event Management  Settings ¥

Risk Test Event #

Unit: Events (EV)
17
Feb

& Saturday, February 17,2018
Q Bears Lair

htips://waivers-train berkeley edu/inde (3

Welcome Laila 0. Return To BZH

e S Q

Registration Dates - 2/06/2018 - 2/16/2018
Maximum Registration : unlimited
Waiver(s) : UC General Waiver

Form(s): N/A




Click the WAIVERS tab near the bottom of the page — To do a sort of the waivers you’ve collected

1 7 Unit : Events (EV) Registration Dates : 2/06/2018 - 2/16/2018
Feb & Saturday, February 17,2018 Maximum Registration : unlimited
e
Q Bears Lair Waiver(s) : UC General Waiver
Form(s) : N/A
https://waiverstrain berkeley.edu/inde (3

Event Description 2
Custom Confirmation Description ¢

You have registered for ABC Event. If you have any questions contact us at Risk@berkeley.edu or 510-555-5555

Cancel Event Collect Waivers

Waivers Registration Forms

You have all the below options to sort your signed/collected waivers.

Cancel Event Collect Waivers

You can filter your waiver
search by the start or end

Waivers Registration Forms date the waiver was signed

Sign Date

From Start Date = Start Time (® to EndDate = End Time ®©

Show |10 # |entries Search:

Signer Name Submitted Phone Email Source Actions

No matching records found

A list of all waivers falling Previous - Hext

within that criteria will be
shown here.




You can send a group message out to all your event participants using the “Email Roster” tab

B2H Management System Welcome, Laila .

Search Q

Event Management Settings v

Risk Test Event #

Unit : Events (EV) Registration Dates : 2/06/2018 -2/16/2018

17

Feb & Saturday, February 17, 2018 Maximum Registration : unlimited
=

Q Bears Lair Waiver(s) : UC General Waiver

Form(s) : N/A
https://waivers-rain berkeley.edu/inde 3 ©

Event Description ¢

This is only a test of the event waivers system.

Custom Confirmation Description ¢

Cancel Event Collect Waivers

Waivers Registration Forms

Emall Roster é'-

This tab only displays participants who registered online. The Waivers tab shows all users who signed a waiver online or in the field.
Show |10 ¥ |entries Search

Name Signer Phone Signer Email Actions

No records found

10



And finally, you can cancel the event if necessary.

B2H Management System Welcome, Laila D

Event Management Settings v Search Q

Risk Test Event -

Unit : Events (EV) Registration Dates : 2/06/2018 - 2/16/2018

17

Feb £ Saturday, February 17, 2018 Maximum Registration : unlimited
1=

Q Bears Lair Waiver(s) : UC General Waiver

Form(s) : N/A
https://waivers-train.berkeleyedu/inde

Event Description ¢

This is only a test of the event waivers system.

Custom Confirmation Description 4

Waivers Registration Forms

Email Roster

This tab only displays participants who registered online. The Waivers tab shows all users who signed a waiver online or in the field.

Show |10 ¥ |entries Search

Name Signer Phone Signer Email Actions

Nao records found
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