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This document is an excerpt of Appendix A from the full GDPR guide.  

 
This document communicates general information only, and serves as a starting point in your 

understanding of issues relating to GDPR. This document is not legal advice, nor does it convey legal facts 

or opinions.  Do not rely on the content of this document for any particular situation, and always consult 

IEEE’s regulatory expert at privacy@ieee.org to discuss your specific legal, compliance, and GDPR-related 

issues. 
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Adding IEEE Privacy Policy and IEEE Event Terms and Conditions to the Registration Form 

1. Locate your event within Cvent 
2. Access the Registration Questions of your event 

a. Select “Website & Registration” 
b. Select “Registration Questions” 

3. On the “General Questions” tab, open “Design Elements Question Tools” box 
a. Drag over “Header Text” to the top of the page 
b. Header Text: Acceptance of IEEE policies are required to register for this event 
c. Description: By submitting your registration details, you acknowledge that: 
d. Change the “Header Alignment” to “Left” 
e. Change the “Description Alignment” to “Left” 
f. Verify that all “Registration Paths” have been selected 
g. Select “Save” 

h. Verify that “All Registration Paths” is displayed 

 
4. On the “General Questions” tab, open “Questions” under the “Question Tools” box 

a. Drag over “Consent Question” below the “Presentation Header” you just created 
b. In the “Question Code” field, enter “Privacy Policy” 
c. Change “Required” field to “Yes” 
d. In the “Consent Text” field, add: “You have read and are in agreement with IEEE’s Privacy 

Policy.” 
e. In the “Acceptance Text” field, add: “I accept the IEEE Privacy Policy.” 
f. Change the “Choice Placement” to “Below the question” 
g. Verify that all “Registration Paths” are selected 
h. Change the Reporting field to “IEEE Privacy Policy” 
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i. Select “Save” 
j. Select the “down arrow” to the right of “You have read and are in agreement of IEEE’s 

Privacy Policy” 
k. Select “Add Question Tag” 
l. Choose the “Select” hyperlink to the left of IEEE Privacy Policy 
m. Verify that “All Registration Paths” is displayed 

 
5. On the “General Questions” tab, open “Questions” under the “Question Tools” box 

a. Drag over “Consent Question” below the “IEEE Privacy Policy” question  you just created 
b. In the “Question Code” field, enter “Event T&C” 
c. Change “Required” field to “Yes” 
d. In the “Consent Text” field, add: “You have read and are in agreement with IEEE's Event 

Terms and Conditions.” 
e. In the “Acceptance Text” field, add: “I accept the IEEE Event Terms and Conditions.” 
f. Change the “Choice Placement” to “Below the question” 
g. Verify that all “Registration Paths” are selected 
h. Change the “Reporting” field to “IEEE Event Terms and Conditions” 
i. Select “Save” 
j. Select the down arrow to the right of “You have read and are in agreement with IEEE’s 

Event Terms and Conditions” 
k. Select “Add Question Tag” 
l. Select the “Select” hyperlink to the left of “Event Terms & Conditions” 
m. Verify that “All Registration Paths” is displayed 
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6. On the “General Questions” tab open “Design Elements Question Tools” box 

a. Drag over the “Custom HTML” element below the “Event Terms and Conditions” question 
you just created 

b. In the Custom HTML section, add the following text: 
<p><a href="https://www.ieee.org/security-privacy.html" target="_blank">IEEE Privacy 
Policy</a>&nbsp;|&nbsp;<a 
href="https://www.ieee.org/conferences/event-terms-and-conditions.html" 
target="_blank">IEEE Event Terms and Conditions</a></p> 

c. Verify that all “Registration Paths” are selected 
d. Select “Save” 
e. Verify that “All Registration Paths” is displayed 
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7. On the “General Questions” tab open “Design Elements Question Tools” box 

a. Drag over the “Page Break” element below the IEEE Privacy Policy question (if you are 
unable to see the Page Break element, you must update your registration pages for each 
registration path. Go to Website & Registration -> Registration Pages -> Registration 
Information -> Change Display the registration questions to “On their own page after the 
Registrant Information page”) 
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8. Preview your site and start a registration 
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9. The flow of registration should follow:
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10. Verify that the “IEEE Privacy Policy” link opens to the page below in a new tab within the current 

browser. It should link to: https://www.ieee.org/security-privacy.html 
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11. Verify that the “Event Terms and Conditions” link  opens to the page below in a new tab within the 

current browser. It should link to: 
https://www.ieee.org/conferences/event-terms-and-conditions.html 
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12.  Make sure both questions are mandatory on the registration form 

Adding IEEE’s Privacy Policy Link on each page of the website 

1. Locate your event within Cvent 
2. Hover over “Website & Registration” and select “Compliance (GDPR)” 
3. Select “Edit” 
4. Change “Display a link to your privacy policy” to “Yes” 
5. In the “Privacy Policy URL” field, enter the IEEE Privacy Policy link: 

https://www.ieee.org/security-privacy.html  
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6. In the Link Text field, enter “IEEE Privacy Policy” 

 
7. Select “Save” 
8. Preview your website 

 

Adding Cvent’s Cookie Notification on each page of the website 

1. Locate your event within Cvent 
2. Hover over “Website & Registration” and select “Compliance (GDPR)” 
3. Select “Edit” 
4. Change “Notify visitors that the event website uses cookies” to “Yes” 
5. Change “Display a link to Cvent’s Privacy Policy” to “Yes” 

 
6. Select “Save” 
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7. Preview your website 
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