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Introduction 

RSVP-Pro and RSVP-Plus are desktop attendance management applications for clubs, chapters, and 
organizations. They run on Windows and macOS and do not require an internet connection for core 
functions — RSVP tracking, check-in, attendance history, and reporting all work offline. 

When combined with an optional Remote RSVP server account, members can RSVP online via 
personalized email links, complete post-meeting surveys, and indicate their availability for proposed 
meeting dates — all from their phone or computer. 

What RSVP-Pro Does 

Roster management 
Maintain a master list of members with contact details, type, and 
status 

RSVP Tracking 
Record who is attending, who is a call-in, and who has not 
responded 

Check-in Mark members as attended at the door; track walk-ins separately 

Online RSVP 
Send personalized invite links; members RSVP from their phone 
(Remote RSVP account required) 

Meeting Survey Collect post-meeting ratings via email or online survey links 

Meeting Availability 
Schedule meetings by proposing time slots and collecting member 
availability online 

Attendance History View and export multi-month attendance grids 

Reports 
Generate monthly attendance reports with guest and walk-in 
breakdowns 

Email & SMS 
Send formatted emails and text messages to filtered member 
groups 

RSVP-Pro vs RSVP-Plus 

RSVP-Pro and RSVP-Plus are the same application. The active feature set is determined by your 
activation code. RSVP-Pro covers all core features. RSVP-Plus adds Events+ mode, which enables QR 
code event registration, multi-event tracking, and the Meeting Availability scheduling tool. 

RSVP-Pro vs RSVP-Plus 

Roster, RSVP, Check-In, 
History, Reports 

Both RSVP-Pro and RSVP-Plus 

Email, SMS, Remote 
RSVP, Online Survey 

Both RSVP-Pro and RSVP-Plus 

Meeting Availability RSVP-Plus only (Events+) 

QR Code Registration RSVP-Plus only (Events+) 

Specific date, titled events 
accessible by name 

RSVP-Plus only (Events+) 
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Using Sub-Folders for Separate Groups 

By default, all data is stored in your main Attendance folder and keyed to your primary agency 
registration. If your organization has separate groups that need independent RSVP cycles or surveys in 
the same month — for example, two departments holding separate meetings — you can create sub-
folders. 

Each sub-folder requires its own API key registration (Setup → Remote RSVP → Register with Server). 
The files that must be present in a sub-folder for it to operate independently are: 

• Setup1.csv — contains the sub-folder’s own API key 

• Setup2.csv — email templates 

• Setup3.csv — member categories and options 

• MasterROSTER.csv — the member list for this group 

• Monthly roster CSV — the current month’s attendance file 

Tip: To register a new sub-folder: navigate to it using Setup → Data Path (or Data Drive on Windows), then go to 

Setup → Remote RSVP and click Register with Server. A new API key will be generated and saved to that 
folder's Setup1.csv. Do not use the same API key across sub-folders. 

When Data Is Pruned from the Server 

RSVP responses 

Kept on the server for about three months after the event month, then 
removed automatically. Each month is stored on its own, so setting up 
a future meeting never affects an earlier one. Once a month is 
removed, its invite links stop working. 

Meeting Survey 
Removed with the event month, about three months after the meeting. 
Results you have already fetched and saved stay in your Attendance 
folder. 

Meeting Availability 

Pushing new slots for the same meeting title replaces that title’s slots 
and clears its responses, because slot positions may have shifted. 
Titles whose dates have all passed are removed automatically the 
next time you set up a meeting. 

QR registrations 
Removed on request via CAVU Companies. This clears registrations 
already pulled to the desktop and older than a set number of days 
(default 30). 

Your data is not at risk. Every response is written into that month’s roster in your Attendance folder as 
soon as you click Load Roster. The copy on the server only exists to carry responses from your members 
to your computer — your rosters and reports are the permanent record. 

Quick Start / Demo — Start Here 

Evaluating RSVP-Pro? Work through these steps in order and you will have a live meeting roster, your 
own email going out, and members RSVPing from their phones. 

These steps cover RSVP-Pro. A few features — Meeting Availability, QR Code Registration, and 
Events+ sub-folders — are reserved for RSVP-Plus and are noted at the end. 

Step 1 — Download and Install 

Go to www.CAVUcompanies.com and open the Download Product screen. Choose the build for your 
computer. 

Windows 
Download RSVP-Pro-WIN.zip, right-click → Extract All, then 
double-click RSVP-Pro.exe 
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macOS 
Download RSVP-Pro-MAC.zip, double-click to extract, then drag 
RSVP-Pro.app into your Applications folder and launch it from 
there 

Mac users: Move the app to Applications before you run it. Launching it straight out of Downloads can 
prevent macOS from saving your settings. 

Leave the Activation Code field blank — that is what puts the program in demo mode. Everything below 
works in the demo. 

Step 2 — Agency Information 

Click Setup in the toolbar. Fill in the Agency Information panel on the left of Page 1. 

Agency Name Your hangar, chapter, or organization name 

HGR/Office Your demo code — see below 

Email (reply-to) Where replies to your messages should go 

Phone Optional 

Activation Code Leave blank for the demo 

✈ Your demo HGR/Office code: Use your initials followed by your ZIP code — for example JTD12345. 
This keeps your demo separate from everyone else’s, including other people from your own hangar who 
may be trying RSVP-Pro at the same time. 

Do not use your hangar’s three-letter designation for the demo. That code is reserved for your live 
account. If you spend it on a demo, your real registration later has to be redone and any links already 
sent stop working. Use the initials-plus-ZIP code now; you switch to the real code when you buy. 

Step 3 — Your Own Email (SMTP) 

You can skip this step for a demo. With no SMTP settings and no activation code, RSVP-Pro simulates 
the whole invitation loop on your own computer - see “Trying it without email” at the end of this section. 
Nothing is sent, nothing leaves the machine, and no App Password is needed. Set SMTP up when you 
want your members to receive real invitations. 

RSVP-Pro sends mail through your email account, so messages come from you and replies come back to 
you. Fill in the Email / SMTP Settings panel on the right of Page 1. 

SMTP Server Your provider’s outgoing server, e.g. smtp.gmail.com 

SMTP Port 587 for most providers 

Username Your full email address 

Password An App Password — not your normal password 

From Address The address your members will see 

Use SMTP Auth Leave checked 

The Password field needs an App Password. Gmail, Outlook, and most other providers no longer 
accept your everyday login from an application. Generate a one-time App Password in your mail account 
and paste that in. When asked to name it, use RSVP-Pro. Full instructions and provider links are in 
section 3.2 Email / SMTP Settings. 

Click Test Email at the bottom of Setup to confirm it works, then click Save. 

Do this before Step 5. Remote RSVP registration will not run until Agency Name, Email, and SMTP 
Server are filled in — the server needs them to send confirmations on your behalf. 
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Step 4 — Load Your Member List 

In a hurry? Use the sample members instead. The Download Products page at 
www.CAVUcompanies.com offers Sample Data under RSVP-Pro - 65 fictional members, ready to load. 
You can work through this Quick Start with them and bring in your own list later. See the end of this 
section. 

Click Update Master in the toolbar with no roster loaded and choose to import from a file. 

✈ Quiet Birdmen — exporting your Hangar Member List 

1.  Go to your Hangar Member List. 

2.  Set Name to SEPARATE (so First and Last come in as separate columns). 

3.  Make sure G is selected. 

4.  Then select Gone West in addition to the default fields. 

5.  Choose Display Custom — the list should show with the name split into First, Last, etc. 

6.  Double-click the table to download it to your Downloads folder. That file is what you import. 

Not a QB hangar? Any CSV or Excel file works as long as it has a header row. RSVP-Pro finds the 
header automatically and recognizes columns such as Last Name, First Name, Street, City, State, Zip, 
Phone, Email, and Status. Extra columns are ignored and column order does not matter. 

Now set the Month and Year in the toolbar and click Load Roster. RSVP-Pro offers to build that month’s 
roster from your member list — say yes. 

Step 5 — Turn On Remote RSVP 

Go back to Setup and find the Remote RSVP panel. 

Enabled Tick this checkbox 

Server URL 
Already filled in as http://rsvp.cavu-online.com — leave it alone 
(the Reset button restores it if it gets changed) 

Register with Server 
Click once. After a moment the status line reads Registered 
successfully 

API Key Fills in automatically — this is your account identifier 

Click Save. 

Keep your API key. After registering, RSVP-Pro shows the key with a Copy button. Save it in a password 
manager or with your licence details — with it you can set up another computer just by pasting it into the 
API Key field, with no email confirmation. 

Step 6 — Send Yourself a Live RSVP Invite 

This is the part worth seeing. Make sure your own member record has your email address on it, then: 

1.  Select yourself in the roster listbox. 

2.  Click Email in the toolbar. 

3.  Tick Selected Only so the test goes to you and nobody else. 

4.  Click the ★ Send Remote RSVP Invites button — not the regular Send button. 

5.  Review the summary and click Send. 

Open the message on your phone and tap the link. You will get a mobile RSVP form with your name on it 
— choose Attending or Call-In, pick a meal if you configured options, and add a guest. 

Back on the computer, click Load Roster. Your response syncs down and a ✓ Synced flash confirms it. 
Members can reopen the same link any time to change their answer. 

Use the star button. The {RSVP_LINK} keyword only turns into a real personalized link through ★ Send 
Remote RSVP Invites. The plain Send button will mail the literal text. 
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Step 7 — Run a Meeting 

With responses in, try the everyday workflow: 

RSVP Mode 
Record phone-in RSVPs and call-ins by hand alongside the online 
ones 

Check-In Mode 
Check members in at the door; click Awaiting in the stats bar to 
see who you are still waiting on 

Random Draw a random checked-in attendee for a door prize 

Report Produce the month’s attendance report 

Survey Send an after-meeting survey and read the results 

Stat Box 
Birthdays, Gone West, directory, and the THIS MONTH 
announcement for the podium 

Reserved for RSVP-Plus 

These appear in the program but need an RSVP-Plus license: 

Meeting Availability 
Propose time slots, collect availability online, send a confirmation 
with a calendar file 

QR Code Registration Members self-register for an event by scanning a QR code 

Events+ and Sub-Folders 
Separate events and independent groups running their own cycles 
side by side 

When You Are Ready to Go Live 

Contact CAVU Companies for an activation code. At that point change the HGR/Office field from your 
demo code to your real one — your hangar’s three-letter designation, or a short code for your 
organization — and click Register with Server again to create your live account. Your rosters and member 
list carry straight over; only the invite links already sent from the demo stop working. 

Questions at any point: support@cavucompanies.com 
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Trying it with sample members 

If you would rather see RSVP-Pro working before exporting your own member list, download Sample 
Data from the Download Products page under RSVP-Pro. It contains 65 fictional members - local 
members, a few visiting members from other hangars, and some candidates. 

1. Download MasterROSTER.csv arrives in your Downloads folder 

2. Move it 
Into your Attendance folder - on Windows usually C:\Attendance, on a Mac 
the Attendance folder in your home folder. Not sure? Open Setup and read 
the folder shown under Data Path 

3. Load it 
Choose the month and year at the top of the main screen and click Load 
Roster 

That is all. RSVP-Pro builds that month's roster from the sample members, and you can send invitations, 
record RSVPs, run the Stat Box and check people in exactly as you would with your own club. 

Nothing can be sent to them. Every address ends in example.com, an address range reserved so that 
mail can never be delivered, and the phone numbers are the 555 numbers used in films. Sending to the 
whole sample list reaches nobody. 

Switching to your own members 

When you are ready, either replace MasterROSTER.csv in the Attendance folder with your own list, or 
use Update Master to import it. If you want to keep the sample members out of the way first, rename the 
file (MasterROSTER-sample.csv will do) rather than deleting it; you can put it back any time you want to 
try something without touching your real roster. 

Keeping the two apart. If you would rather your practice runs never share a folder with your real 
members, set Data Path in Setup to an empty folder and put the sample file there. Everything stays 
separate, and switching back is a matter of pointing Data Path at your own folder again. 

Trying it without email 

If you left the SMTP settings empty, RSVP-Pro runs the invitation loop on your own computer so you can 
see exactly how it behaves before setting up mail. 

1. Send Load a roster, open Email, and click Send Remote RSVP Invites as normal 

2. Demo Mailbox 
Instead of sending, RSVP-Pro shows every message it would have sent - 
one per member, personalised, with the real subject and body 

3. Answer 
Pick a member, click the RSVP button in the message, and reply on the 
form exactly as they would 

4. Load Roster 
Back in RSVP-Pro, click Load Roster. The answer appears beside that 
member and the counts move 

Answer for several members and watch the meal counts build. Open a member's link a second time and 
you will see their previous answer, ready to change - just as your members will. 

Nothing leaves your computer. No mail is sent, no account is needed, and nothing is written to any 
server. The subject line of every simulated message says so. 

Three parts of the program need a live connection and are not in the simulation: Survey invites, Meeting 
Availability and QR registration each explain that when clicked, and Send to cell phone is switched off. 
You can still open Survey and fetch results to see a set of sample responses drawn from your own roster, 
clearly marked as samples. 

The moment you fill in your SMTP settings, RSVP-Pro sends for real - the simulation only ever stands in 
when there is no email account to send from. 
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1.  Installation 

RSVP-Pro is a standalone application — no separate installation program is required. 

1.1  Windows 

• Download RSVP-Pro-WIN.zip from www.CAVUcompanies.com 

• Right-click the zip file and select Extract All 

• Open the extracted folder and double-click RSVP-Pro.exe 

Windows may show a SmartScreen security warning the first time: 

• Click More info 

• Click Run anyway 

�  Tip: To skip this warning in future: right-click RSVP-Pro.exe → Properties → check Unblock → OK 

�  Tip: To create a desktop shortcut: right-click RSVP-Pro.exe → Send to → Desktop (create shortcut) 

1.2  macOS 

• Download RSVP-Pro-MAC.zip from www.CAVUcompanies.com 

• Double-click the zip to extract RSVP-Pro.app 

• Drag RSVP-Pro.app to your Applications folder 

• Double-click to launch 

�  Tip: Drag RSVP-Pro.app from Applications to the Dock for quick access 

First launch warning: macOS will display a one-time dialog saying "RSVP-Pro.app is an app downloaded 
from the internet. Are you sure you want to open it?" This is normal. Click Open to continue. The prompt 
will not appear again for this app. 

1.3  Where Your Data is Stored 

RSVP-Pro stores all roster files and settings in a folder called Attendance: 

Windows C:\Attendance\ 

macOS ~/Attendance/  (your home folder) 

This folder is created automatically on first launch. Do not delete it — it contains all your data. 
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2.  Updating the Application 

When a new version of RSVP-Pro is released, update by downloading the new file and replacing the 
existing one. Your data in the Attendance folder is completely separate from the application file and is 
never affected by an update. 

2.1  Windows 

• Download the new RSVP-Pro-WIN.zip from www.CAVUcompanies.com 

• Find your current RSVP-Pro.exe location: right-click the desktop shortcut → Properties → look at 
the Start in or Target field to see the folder path 

• Open that folder in File Explorer 

• Extract the new zip file — when prompted whether to replace the existing RSVP-Pro.exe, click 
Yes 

• Delete the zip file when done — it is no longer needed 

Tip: If you don't have a desktop shortcut, the .exe is usually in C:\Users\YourName\Downloads\RSVPPro\ or 

wherever you originally extracted it. 

2.2  macOS 

• Download the new RSVP-Pro-MAC.zip from www.CAVUcompanies.com 

• Find your current RSVP-Pro.app: right-click the Dock icon → Options → Show in Finder 

• Double-click the new zip to extract RSVP-Pro.app 

• Drag the new RSVP-Pro.app to the same folder, replacing the old one when prompted 

• Delete the zip file when done 

⚠️  Warning: Always replace the existing .exe or .app file in the same location. Do not move the application to a 

different folder, as this may separate it from any associated files. 
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RSVP-Pro checks for a newer version on startup. When one is available it shows the version you have, 
the version available, and a Release Notes list of what has changed. Remind Me Later holds the 
message back for 30 days, or until a newer version appears. 

3.  First Launch & Setup 

Click the Setup button in the toolbar to configure your agency details and email settings. The Setup 
screen has two pages accessed via the navigation tabs at the top. 

Demo Database — If no data files are found on first launch, RSVP-Pro will offer to install a sample 
database for evaluation. Click Yes to install three sample members with a pre-built roster and attendance 
history. The demo database can be replaced at any time by loading your own MasterROSTER.csv and 
monthly roster files. 

3.1  Agency Information 

Agency Name 
Your chapter or 
hangar name 

Address 1–3 
Your mailing address 
(optional) 

HGR/Office 

Your county or 
hangar designator, 
e.g. UCA or SYR. 
Must be at least three 
characters. Used to 
identify local 
members and as the 
agency code on the 
server. 

Phone 
Your hangar phone 
number 

Email 
The reply-to address 
for outgoing 
messages 

Activation Code 
Your license code. 
Leave blank to run in 
Demo Mode. 

⚠️  Warning: The HGR/Office field (Agency Code) must be at least three characters. 

Every invitation you send carries the code it was sent under, so changing the code 
after you have registered makes members who click those links see “Invalid or 
Expired Link”. The new code is a separate account: you must click Register with 
Server again and resend your invitations. RSVP-Pro asks you to confirm before 
allowing the change. 

3.2  Email / SMTP Settings 

SMTP Server 
Your outgoing mail server, e.g. 
smtp.gmail.com 

SMTP Port 
587 for most servers 
(STARTTLS). Use 465 for SSL. 

Username Your full email address 
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Password 
Your email password or App 
Password. Double-click the field to 
show/hide. 

From Address 
The address shown in the From 
field of outgoing emails 

Use SMTP Auth 
Leave checked for almost all 
providers 

⚠️  Warning: Gmail users must use an App Password, not your regular 

Google password — follow the steps below. 2-Step Verification must be 
enabled first, and use port 587. 

Important — this is an App Password, not your normal password: The Password field is not your 
everyday email login. Modern mail providers require a special App Password — a one-time password you 
generate that lets RSVP-Pro send email on your behalf. Create one for your provider and paste it into the 
Password field. When asked to name the app, use RSVP-Pro. 

App Password instructions by provider 

Outlook / Microsoft 365 Create app passwords (Microsoft) 

Gmail / Google Sign in with app passwords (Google) 

Zoho Generate an app-specific password (Zoho) 

Other mail services may also require an app password — search the web for “your mail service App 
Password”, and use the name RSVP-Pro when creating it. 

Creating a Gmail App Password 

Gmail no longer accepts your regular Google password for third-party apps. Create a 16-character App 
Password and enter it in the Password field above. 

1.  Sign in to Google with the account you are setting up. 

2.  On the Google Account home page, type App Passwords in the search bar at the top. 

3.  Select App Passwords. You may be asked to re-enter your password. 

4.  Under Create a new app specific password, enter RSVP-Pro and click Create. 

5.  Copy the 16-character password immediately — Google will not show it again after you close the 
dialog. 

6.  Paste it into the Password field in RSVP-Pro Setup, not your regular Gmail password. 

Note: The App Passwords option only appears if 2-Step Verification is already enabled on the account. 
Google shows the password in groups of four with spaces — the spaces are cosmetic and may be 
included or omitted. Use SMTP port 587. 

3.3  Attendee Categories 

Four category labels used on the History and Email filter screens. Defaults are Local Member, Visiting 
Member, Candidate, and Guest. 

Each category has two checkboxes: 

Select Group — When sending email, a group picker appears letting you filter recipients by their group 
code. For example, if your organization has multiple hangars, members in each hangar have a code in 
their last name field such as (UCA) or (SYR), and the picker lets you send to one hangar at a time. 

Show in Name — The group code is appended to the member’s last name in the roster display. 

The Apply Preset dropdown fills all four category names at once. These are suggestions — you can 
overwrite any name after applying a preset. 

https://support.microsoft.com/en-us/accounts-billing/work-school/create-app-passwords-for-your-work-or-school-account
https://support.google.com/accounts/answer/185833
https://help.zoho.com/portal/en/kb/bigin/channels/email/articles/generate-an-app-specific-password


RSVP-Pro / RSVP-Plus  |  User Guide CAVU Companies 

Page 16 of 54 

Wedding Bride/Groom | Family | Wedding Party | Guest 

Social Club Officer | Member | Auxiliary | Guest 

Quiet Birdmen Local Member | Visiting Member | Candidate | Guest 

Fire Department Officer | Fireman/EMS | Auxiliary | Guest 

Church Elder | Deacon | Member | Guest 

3.4  Option / Meal Names 

Define up to four option names for any per-member accommodation — meal choices, shirt sizes, or any 
other selection you need to track. These appear as radio buttons on the member detail panel. Leave 
blank if not used. Example: Chicken, Fish, Vegetarian, No Meal. 

Each option has a Multi-Select checkbox on the right side of the panel. When checked, that option 
renders as a checkbox on the member’s RSVP and QR registration form instead of a radio button, 
allowing multiple selections. Radio button options are mutually exclusive; checkbox options are 
independent. Mixed configurations are supported — for example, meal choices as radio buttons and an 
“Add dessert” option as a checkbox. 

Option names belong to the roster they were used for. When a roster is created, or when meal options 
are pushed to the server, the current names are stored alongside that roster. Changing them later in 
Setup updates only the roster that is loaded at the time — past meetings keep the names they were run 
with, so an older check-in form or report still reads correctly. 

With no roster loaded, Setup simply saves the new names and the next roster created picks them up. 

User Defined Checkboxes (page 2) 

Up to eight attributes of your own, for anything RSVP-Pro does not already track — Usher, Trustee, 
Membership application submitted. Name them on page 2 of Setup in the User Defined Checkboxes 
panel. A checkbox with no name is not used and does not appear anywhere. They are available to every 
customer — Events+ is not required — and are for lookup only: nothing filters or sends on them. 

Renaming a checkbox: A tick is stored by position, so renaming checkbox 3 changes what everyone's 
third tick means. RSVP-Pro asks what to do. Save Data keeps the ticks — use this for a spelling or 
wording fix. Remove Data clears that checkbox for every member — use this when the meaning has 
genuinely changed. 

Only the Master Roster and the roster currently loaded are affected. Rosters for other months keep the 
labels they were built with, so an older roster still means what it said at the time. 

Tip: To repurpose a checkbox for a new month, load that month's roster first, then rename it. September 
keeps its own labels either way. 

3.5  Display / Settings 

Listbox Font Size 
Choose the font size for the member listbox (8–20, default 14). 
Takes effect immediately after Save. 

Use Events+ 
Enables RSVP-Plus mode, unlocking Meeting Availability and QR 
Code Registration. See Section 3.8 for full details. 

Data Path The folder that CONTAINS your Attendance folder — see below 

Where your data is stored 

Data Path is the folder that holds your Attendance folder, not the Attendance folder itself — RSVP-Pro 
adds that name for you. Enter D:\Groups\Quietbirdman\RSVP and your data lives in 
D:\Groups\Quietbirdman\RSVP\Attendance. The full folder is spelled out underneath the field so there is 
no guesswork, and the ... button lets you pick the folder rather than type it. 
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On a first install the data folder is created on the same drive as RSVP-Pro itself. 

Moving your data to a different folder or drive 

1.  Open Setup and set Data Path to the new location. 

2.  Click Save. If your current folder holds data, RSVP-Pro offers to copy it across. 

3.  Close and reopen RSVP-Pro. The new folder is now in use. 

4.  Once you are satisfied everything is there, delete the old folder yourself. 

Nothing is ever deleted for you. The copy leaves your original folder exactly as it was, and any file 
already at the new location is kept rather than overwritten. A summary tells you what was copied and 
what was skipped. 

Your API key travels with the data. It lives in Setup1.csv, so a copied folder keeps working with the 
server and every invitation already sent stays valid — nothing needs re-registering. 

⚠  Copy your data, or start deliberately empty. If you point RSVP-Pro at an empty folder and decline 
the copy, it starts a fresh setup there with no member list and no API key. Do not click Register with 
Server in that state — go back to Setup, point at your real folder, and restart. 

⚠  If Setup will not save: a required field that is empty or invalid — most often the agency Email — stops 
the whole screen from saving. The message names the field and tells you nothing else was saved. Your 
Data Path is the exception: it is saved first, so a change there is never lost this way. 

3.6  Remote RSVP 

Enables members to RSVP via personalized links sent by email or MMS. Requires a CAVU Companies 
server account. 

Server URL 
Pre-filled: http://rsvp.cavu-
online.com. Do not change 
unless instructed. 

Register with Server 

Click once to create your 
agency account and 
generate an API key. Only 
click once — re-registering 
generates a new key and 
invalidates all existing invite 
links. 

API Key 

Your permanent identifier. 
Back this up securely — 
print it or save it in a 
password manager. 

⚠️  Warning: Never click Register with Server more than once. Each 

registration creates a new key. All previously sent RSVP invite links become 
invalid, and any other computers using the old key will stop syncing. If you 
need to move to a new computer, copy Setup1.csv from the old computer. 

How Data Is Keyed on the Server 

When Remote RSVP is enabled, data is stored on the RSVP server and keyed as follows. Understanding 
this helps avoid accidentally overwriting existing data. 

RSVP responses 

Agency code + sub-folder + event month + event year (+ specific day 
if Use Specific Date is enabled). One RSVP cycle per month per 
agency. Sending a new invite for the same month replaces existing 
responses only if members re-respond. 
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Meeting Survey 
Agency code + sub-folder + month + year. Only one active survey per 
month per agency. Pushing a new survey config for the same month 
replaces the previous one. 

Meeting Availability 
Agency code + sub-folder + meeting title. Each unique title is an 
independent meeting. The same title pushed again replaces the slots 
for that meeting. Different titles run simultaneously. 

QR registrations 
Agency code + sub-folder + event month + year (+ specific day if 
enabled). Registrations accumulate until pruned. 

If Your Agency Code Is Already Registered 

Agency codes are shared across every RSVP-Pro customer, so two organizations cannot use the same 
one. If you click Register with Server and the code you entered already belongs to someone, registration 
is refused and nothing is changed — neither for you nor for them. You are offered two choices: 

Use a different code 

The usual answer. You are returned to the Setup field to enter 
another code. No email is sent and the other organization is never 
notified. For a demo, use your initials followed by your ZIP code, 
e.g. JTD12345. 

This is my organization 

Choose this only if the code really is yours — typically you are 
setting up a new or rebuilt computer. RSVP-Pro asks the server to 
email a confirmation code to the address already on file for that 
agency. 

Confirming ownership by email 

The confirmation code is 8 characters and lasts about 15 minutes. It goes to the agency’s registered 
email address — not to whoever is doing the registering. Type it into the box that appears in RSVP-Pro; it 
is never entered on a web page and there is no link to click. 

Once accepted, registration completes and the agency’s name, reply-to address and SMTP settings are 
replaced with the ones from that computer. A notice is also sent to the previous address, so a change can 
never happen silently. 

If you receive one of these emails unexpectedly: Do nothing. Without the code the registration cannot 
proceed and none of your settings change. The person attempting it will simply be asked to use a 
different code. 

Avoiding this entirely: If you still have your API key you never need the confirmation step. Paste it into 
Setup → Remote RSVP → API Key and click Save. 

Changed your email address? Update it in Setup and click Save while you still have a working setup. 
RSVP-Pro sends the change to the server straight away, so any future confirmation reaches you at the 
new address. 

3.7  Saving Setup 

Click Save when done. A silent notification is sent to CAVU Companies confirming your agency details 
and version number. 

3.8  Survey Labels 

Customize the three rating category labels and response types used in the online survey. Defaults are 
Venue, Meal, and Program with Stars (1–10) type. Labels and types are saved and pushed to the server 
automatically each time Send Survey Invites is clicked. Example customization: Location, Food, Speaker. 

Each category has a Type dropdown: Stars (1–10 tap-to-fill stars), Range (a slider with a custom min–
max, entered as min-max e.g. 0-100 or 35-80), or Yes/No/? (three-button choice). When Range is 
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selected, enter the scale bounds in the Range field (e.g. 0-100). All three categories must be answered 
before the online survey form allows submission. 

3.9  Events+ Settings (Page 2) 

Page 2 of Setup becomes active when Use Events+ is enabled. It contains four panels that control QR 
registration and event configuration. If Use Events+ is unchecked, these panels are shown as inactive 
and have no effect on standard RSVP operation. 

Event Information 

Event Name The name displayed on QR registration forms and invites 

Event Month/Year The month and year for this event 

Use Specific Date 

When checked, enables a Day field so multiple events in the same 
month are tracked separately. For example, two meetings in the 
same month with different days will have independent RSVP 
records. 

Event Location Venue name shown on registration forms 

QR Registration 

Default Party Type Pre-selected option on the QR form (Individual, Couple, etc.) 

Include Address Fields Show address fields on the QR registration form 

Allow Guest Members can add one guest on the RSVP form 

Allow Couple Members can indicate they are bringing a spouse/partner 

Grace Days 
Number of days after the event that QR registrations are still 
accepted 

Notifications 

Notify Every Registration Send an email notification each time someone registers via QR 

Notify Unmatched 
Alert when a QR registration name does not match any roster 
member 

Notification Email The address that receives registration notifications 

Digest Mode 
Batch notifications into a daily summary rather than sending 
individually 

QR Code 

Click Generate QR Code to create a QR image for your event. Members scan it with their phone to open 
the registration form. The QR code is saved to your Attendance folder as a PNG file and displayed on 
screen. Print it or display it on a screen at the event entrance. 

  



RSVP-Pro / RSVP-Plus  |  User Guide CAVU Companies 

Page 20 of 54 

4.  The Main Screen 

4.1  Toolbar 

RSVP-Pro / RSVP-Plus Application title. Shows RSVP-Plus when Use Events+ is enabled. 

Licensed / Demo 
License status. Shows expiry date when licensed, flashes in demo 
mode. 

Month / Year 
Select the meeting month and year before loading a roster. Always 
set these before clicking Load Roster. 

New Event Create a new event folder (Events+ only) 

Meeting 
Open the Meeting Availability results grid (Events+ only — see 
Section 13) 

Update Master Merge changes from the current roster into MasterROSTER.csv 

Random 
Pick a random attendee from those checked in — useful for door 
prizes 

Email Open the email and SMS sending window 

Survey View meeting survey results 

Report Generate the monthly attendance report 

History View multi-month attendance history 

Setup Open the settings screen 

4.2  Left Panel 

Alphabet buttons (A–Z, #): Click a letter to filter the listbox to names starting with that letter. Click # to 
view members sorted by phone number. Click ALL to show everyone. 

Roster listbox: Shows all members for the current filter. Status indicators on the left side of each row: 

�  (checkmark) Attended — member has been checked in 

R  RSVPed attending but not yet checked in (Awaiting) 

C  Call-in — RSVPed as not attending 

N  Did Not Attend — explicitly marked absent at check-in 

(blank) No RSVP recorded 

† Gone West — shown only when Incl. Gone West is checked 

Member Attributes 

If any User Defined Checkboxes have been named in Setup, they appear in a Member Attributes box at 
the bottom of Edit Full Record. Only named ones are shown. Tick them as they apply; they are saved with 
the member. 

Attributes belong to the member, not the meeting, so they travel into every roster built afterwards. An 
attribute ticked on a roster reaches the Master Roster when Update Master is run. 

Incl. Gone West 
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Gone West members are kept in the Master Roster and are never carried into a monthly roster, so they 
do not normally appear in the list. Check Incl. Gone West to show them, marked with a dagger and sorted 
into the list alphabetically, so their record can be reached and corrected. 

Because they are not part of the roster, RSVP and Check-In are switched off for these members, and 
they are not counted in the stats bar, the attendance report, Random, Update Master, or any email send. 
Edit Full Record writes straight to the Master Roster. 

Tip: If someone was marked Gone West by mistake, open their record and clear the Gone West date. 
They become an ordinary inactive member again and are included the next time a roster is built from the 
Master. 

4.3  Stats Bar 

Shows current counts depending on the active mode: 

RSVP Mode: RSVPs, Call-Ins, No Response, Response %. 

Check-In Mode: Awaiting (RSVPed but not yet checked in), Checked-In, Walk-In (attended without 
RSVPing), Attend %. 

Click any stat label to filter the listbox to that group. For example, clicking Awaiting shows only members 
who RSVPed but have not yet been checked in. Click the same label again, or click ALL, to clear the 
filter. 

4.4  Right Panel 

Shows the selected member’s details: name, address, phone, email, member type, meal option, RSVP 
and attendance status. Use the buttons to record RSVP, check in, edit, or view notes. The panel updates 
immediately when a different member is selected in the listbox. 

4.5  Stat Box 

The Stat Box is the panel on the right of the main screen. Its buttons read your Master Roster and give 
you quick, name-ordered lists plus a monthly announcement report for meetings. 

Browse Buttons 

DOB Active members with a date of birth, listed by name 

Gone West 
Members flagged Gone West (including “Unknown” obituary 
dates), listed by name 

Subs Expiry 
Active members with a subscription expiry — green = current, 
black = expired 

Directory Active members with phone and email, listed by name 

InActivity Members who have stopped coming — see below 

Use Save to write the shown list to a CSV, Refresh to update the Master (and this month’s roster) from a 
member-list file, and Close to clear the panel. 

Refresh 

Refresh updates your data from a member-list file. It requires the appropriately formatted master member 
list — the same export described under Loading a Roster. Refresh fills in the appropriate fields and adds 
names not previously entered — in particular Gone West members — in both the Master Roster and the 
currently selected roster. 

Names not found: You may get a message that certain names were not found. This is usually resolved 
by checking the member’s nickname (or absence of one) against the name as it appears in the roster file. 
Contact CAVU if it cannot be resolved. 
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DOB, Gone West and Member ID are filled in only where the field is blank — an existing value is never 
overwritten. Subs Expiry is treated differently because it is a renewal date: a later date in the file replaces 
what is stored, so a renewal moves the member forward. An older date never rolls one back, and a date 
typed in by hand survives a later import of a stale file. The word “Expired” is never written — it carries no 
date, and a blank means never subscribed rather than lapsed. 

THIS MONTH — The Meeting Announcement 

Click THIS MONTH to build the announcement for the loaded roster’s month, in four groups: 

Birthdays 
Active members with a birthday this month (from the Master), 
oldest first 

Gone West 
Members who passed this month (from the Master), most recent 
first 

Visitors Visiting members who attended (from the loaded roster) 

Candidates Candidates who attended (from the loaded roster) 

Getting THIS MONTH onto an iPhone 

When you click THIS MONTH, RSVP-Pro can hand the announcement to the presenter’s phone two ways 
— one needs a network, one does not. 

With Wi-Fi (or a hotspot) 

If the computer and the phone are on the same network, a QR code appears at the bottom of the panel. 
On the iPhone, open the built-in Camera app (not a separate QR-scanner app), point it at the code, and 
tap the yellow banner that drops down — the announcement opens in Safari. 

Tip: The network does not need internet — only that both devices are on it. No venue Wi-Fi? Turn on the 
presenter’s iPhone Personal Hotspot and connect the laptop to it, then click THIS MONTH and scan the 
QR. 

First run: Windows may ask to allow RSVP-Pro through the firewall — allow it on your private network so 
the phone can reach the feed. Always use the iPhone Camera app; general QR-scanner apps may treat 
the address as a web search instead of opening it. 

Without any network — the Full Screen button 

Click Full Screen (just above where the QR appears). RSVP-Pro opens a clean, large one-page version 
of the announcement that the presenter can simply photograph with their phone. This needs no Wi-Fi, 
hotspot, or internet at all. If there is no reachable network the QR is hidden automatically, and Full Screen 
is the way to go. 

Gone West members 

Members flagged Gone West are memorial records. They are kept in your Master Roster permanently — 
that is where the Gone West button and the THIS MONTH announcement read them from — but they are 
deliberately kept out of everyday work: 

Monthly rosters 
A Gone West member is never added to a new roster and never 
appears in the member list 

Phone and email Cleared automatically, and their status is set to Inactive 

Messages They are never a recipient, even with Include Inactive ticked 

Update Master 
Their record is left untouched — an old roster can never write 
contact details back onto it 

If a roster created before this version still contains Gone West members, they simply stop appearing. 
Nothing is deleted from the file. 
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Attributes — who is what 

Lists everyone in the loaded roster with at least one attribute ticked, as a grid: members down the side, 
attributes across the top. Only checkboxes that have been named appear as columns. 

The member column and the heading row stay put while the grid scrolls, so it is always clear whose row 
you are reading. With no roster loaded the report falls back to the Master Roster and says so in its title. 

Save writes one column per attribute rather than a single coded field, so the file sorts and filters normally 
in Excel. 

InActivity — who has stopped coming 

Click InActivity to list the members who have not attended a meeting in the last twelve months, split into 
two groups by their current status: 

Active Still on the books as active — the people worth a phone call 

InActive Already marked inactive — shown for completeness 

Each name shows how that member answered the invitations during the same period, so you can tell the 
difference between someone who has drifted away and someone who is still in touch but never makes it: 

5 callins,  1 RSVP Answered nine times — still engaged, just not attending 

0 responses Never answered an invitation either — out of contact 

Only local members and local candidates are considered. Visiting members, guests, and anyone flagged 
Gone West are left out, and a candidate is included only when the hangar shown in their name matches 
your own agency code (a candidate with no hangar is treated as local). 

The twelve months 

The period ends with the month of the roster you have loaded — or the month before it, if this month’s 
meeting has not happened yet, so an unheld meeting is not counted as a month everybody missed. Only 
months you actually have rosters for are read, and the heading shows the real span, for example “No 
attendance - Aug 2025 - Jul 2026”. A folder with less than a year of history simply reports on what is 
there. 

If a member’s name has changed 

Members sometimes start using a nickname — the roster now says Ed where years of history say 
Edward. RSVP-Pro recognizes these as the same man, so an old spelling can never put a regular 
attender on the list, and his responses under both spellings are added together. A Sr and a Jr are always 
treated as two different people. A line at the bottom of the list reports how many members were matched 
this way. 

Tip: Click Save to write the list to a CSV — group, name, and the RSVP and call-in counts — ready to 
hand to whoever is making the calls. 
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5.  Loading a Roster 

Select the Month and Year from the toolbar dropdowns, then click Load Roster. If no roster exists for that 
month, RSVP-Pro offers to create one from the Master Roster. The new roster starts with all RSVP and 
attendance fields blank. 

When Remote RSVP is enabled, online responses sync automatically each time Load Roster is clicked. A 
✓ Synced flash confirms the sync completed. If offline, a plain Loaded [date] message appears — all local 
functions continue normally and responses will sync the next time you load with an internet connection. 

Tip: Always set the Month and Year before clicking Load Roster. Loading the wrong month is the most common 

source of confusion. 
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When Use Specific Date is on 

With Use Specific Date enabled in Setup, the Day dropdown decides which roster is opened. Leaving the 
Day blank is ambiguous — it may mean the month-only roster, or it may simply have been forgotten — so 
RSVP-Pro asks: “No day is selected. Do you want the month-only roster?” 

Yes uses ROSTER-MM-YYYY.csv, loading it or offering to create it. No stops so a day can be chosen. 
The question is skipped when the roster was picked from the list below the member panel, or when that 
same month-only roster is already loaded — in both cases the intent is already clear. 

If no roster exists, RSVP-Pro now asks before creating one and shows the file name it will write, so a 
mistyped month or day can be declined. 

6.  RSVP Mode 

6.1  Recording an RSVP 

Select a member in the listbox and use the right panel buttons to record their response: 

RSVPed Attending Member plans to attend. Shown as R in the listbox until checked in. 

Call-In Member will not attend in person. Shown as C in the listbox. 

Clear RSVP Remove the RSVP record (return to blank). 

RSVP status is saved immediately — no separate save step is required. 

6.2  Option Selection 

If meal or other options are configured in Setup, select the member’s preference using the radio buttons 
in the right panel. The selection is saved with the RSVP and appears on the report. 

6.3  Online RSVP via Invite Link 

When Remote RSVP is enabled, members receive personalized invite links that open a web form. Each 
link is unique to that member and valid for the entire meeting cycle. Members can click the link again at 
any time to change their response. 

How online RSVPs are keyed: each RSVP cycle is identified by your agency code + sub-folder + event 
month + event year. If Use Specific Date is enabled in Setup, the day is also included, allowing two 
separate RSVP cycles in the same month (e.g. a board meeting on the 5th and a general meeting on the 
20th). 

The API key belongs to the folder, not the event date. Two rosters in the same folder — for example 06-
16-2026 and 06-17-2026 — use the same API key. The event date (and the specific day field) is what 
separates them on the server. This means copying a folder to a second computer gives that computer 
access to all events in that folder using the same key. 

Important: if you send invites for May 2026 and then send them again for May 2026 without changing 
anything, the existing responses are not deleted — members simply receive a new invite link that works 
alongside the old one. To start a fresh RSVP cycle for the same month, load a new roster for that month. 

Tip: To send online RSVP invites, use the ★ Send Remote RSVP Invites button in the Email window, not the 

regular Send button. The {RSVP_LINK} keyword only works through that button. 
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7.  Check-In Mode 

7.1  Recording Attendance 

Switch to Check-In Mode using the mode buttons at the top of the right panel. Select a member in the 
listbox and click Attended or Did Not Attend: 

�  Attended 
Member attended. The ✅ indicator appears in the listbox. They are 
removed from the Awaiting count. 

�  Did Not Attend 
Member did not attend despite RSVPing. Shown as N in the 
listbox. They are removed from the Awaiting count but their RSVP 
record is preserved for reporting. 

Walk-ins — members who attend without RSVPing — are simply checked in the same way. They appear 
in the Walk-In count in the stats bar and in the walk-in section of the attendance report. 

7.2  Check-In Stats 

The Stats Bar in Check-In Mode shows: 

Awaiting Members who RSVPed attending but have not yet been checked in 

Checked-In Members confirmed as attended 

Walk-In Members who attended without RSVPing 

Attend % Percentage of active local members who attended 

Click any stat label to filter the listbox to that group. This is useful at the door: click Awaiting to see who 
you’re still waiting for. 
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8.  Member Details 

8.1  Editing a Record 

Select a member and click Edit Full Record in the right panel. The edit screen shows all fields including 
name, address, phone, email, carrier, member type, and status. Click Save to commit changes — the 
roster and Master Roster are updated simultaneously. 

Member type codes determine how a member appears in the listbox and stats: 

Q  (Local primary) Full member counted in attendance percentages and reports 

VQ (Visiting) Visiting member counted in totals but not in local percentages 

C  (Candidate/Other) Category 3 type — label set in Setup → Attendee Categories 

G  (Guest) Guest — not counted in primary attendance statistics 
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9.  Adding a New Member 

Click Add Member in the right panel (or press Ctrl+A). Fill in the name, member type, and any available 
contact details. The new member is added to the current roster immediately. 

To make the new member permanent, click Update Master after adding them. This merges them into 
MasterROSTER.csv so they will appear in future monthly rosters automatically. 

Tip: Add the member’s email address and carrier information at the same time. This avoids needing to edit their 

record later just to enable email and SMS invites. 
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10.  Removing a Member 

10.1  How Removal Works 

Removing a member marks them as inactive. They disappear from the current roster listbox but their 
attendance history is preserved. Run Update Master after removing members to apply the change to 
MasterROSTER.csv. 

10.2  Removing a Member 

Select the member, click Edit Full Record, then click Remove Member. Confirm the prompt. The member 
is marked inactive in the current roster immediately. 

10.3  Updating Master After Removal 

Click Update Master after removing members. RSVP-Pro will offer to remove them from the Master 
Roster. This ensures they do not appear in future monthly rosters. Their historical attendance records in 
past months are not affected. 
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11.  Sending Emails & Text Messages 

11.1  Opening the Email Window 

Click the Email button in the toolbar to open the Email window. The window has a filter section at the top, 
a Quick Template area, three action buttons for sending invites, a subject field, and a message body. 

11.2  Choosing Recipients 

Use the filter checkboxes and radio buttons to choose who receives the message: 

Category checkboxes 
Check the member types to include — Local Member, Visiting 
Member, Candidate, Guest 

RSVP radio buttons All, Did RSVP, No RSVP, Did Attend, Did Not Attend 

Selected Only 
Send only to the member selected in the roster listbox. Pre-
checked when a member is selected before opening Email. 

Send to cell phone 
Also send via MMS gateway to the member’s cell phone (carrier 
must be set) 

Include Inactive Include inactive members in the send 

If your organization uses group codes (multiple hangars, campuses, etc.), a group selector popup 
appears automatically when you click Send, letting you choose which groups to include. A separate 
popup appears for each member type (Local Member, Visiting Member, etc.) that has group codes 
present. Each popup is independent — the selection you make in one does not affect the others. This 
allows you to send to, for example, all Local Members from one hangar but all Visiting Members 
regardless of hangar. 

Each selector lists only the groups used by that member type, and a member with no group code is 
always included — there is no blank entry in the list, so nothing excludes them. 

11.3  Quick Templates 

Predefined templates appear as buttons in three columns. The top row contains three default templates: 
RSVP Invite, Survey Invite, and Meeting Availability. These are displayed in their matching star bar color 
(teal, purple, green) and are for editing the default template text only. Clicking one shows an information 
prompt explaining this and confirming which ★ star bar button to use when sending. Additional templates 
fill the rows below. 

Click any template button to load its subject and body into the fields. The text is editable before sending. 
Click + Add to create a new template, Edit to modify the selected one, or Remove to delete it. 

Tip: Templates are stored in Setup2.csv in your Attendance folder. If you customize a template and want to 

restore the original, delete Setup2.csv — it will be recreated with defaults on the next launch. 

This Month Email 

The This Month Email template sends the THIS MONTH announcement to the whole roster instead of 
one member at a time. It contains the {THIS_MONTH} keyword, which expands into the Birthdays, Gone 
West, Visitors and Candidates lists when the email is sent. 

It is an ordinary template, so the recipient filter, send log, progress dialog and attachments all work as 
usual — use the normal Send button. 

Tip: Send it in RSVP Mode. The Visitors and Candidates lists follow the current mode, so in Check-In 
Mode they would show who attended rather than who is coming. 

11.4  Available Keywords 
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Keywords are placeholders that expand automatically when the email is sent. They can be used in both 
the subject line and the message body. 

{FIRST} Member’s first name — e.g. Jim 

{LAST} Member’s last name 

{AGENCY} Your agency name from Setup — e.g. UCA-RME Chapter 

{HANGAR} or {OFFICE} Your HGR/Office code from Setup — e.g. UCA 

{PHONE} Your agency phone number from Setup 

{EMAIL} Your agency reply-to email address 

{DATE} Current meeting month and year — e.g. May 2026 

{MONTH} Month name only — e.g. May 

{YEAR} Year only — e.g. 2026 

{MEM_ADDRESS} Member’s street address 

{MEM_PHONE} Member’s phone number 

{MEM_EMAIL} Member’s email address 

{MEM_CARRIER} Member’s carrier name 

{EVENT_NAME} Name of the event from Setup — e.g. Annual Banquet 

{EVENT_DATE} Event date formatted for display 

{EVENT_LOCATION} Event location from Setup 

{THIS_MONTH} 

The THIS MONTH announcement — Birthdays, Gone West, Visitors, 
Candidates and Guests — laid out as a table in the email. Follows the 
current mode: in RSVP Mode the Visitors and Candidates lists show 
who has RSVPed; in Check-In Mode, who attended. 

{RSVP_LINK} 
Member’s personalized RSVP link (Remote RSVP only — use ★ Send 
Remote RSVP Invites button) 

{SURVEY} 
Personalized online survey link (★ Send Survey Invites only — 
expands to a clickable button for each recipient) 

{MEETING_SLOTS} 
Formatted list of proposed meeting time slots (Meeting Availability 
only) 

{MEETING_TITLE} The title of the current meeting, e.g. Budget Meeting 

{MEETING_DATE} Full date of the confirmed meeting slot, e.g. Monday, May 19 2026 

{MEETING_START} Start time of the confirmed slot, e.g. 10:00 AM 

{MEETING_END} End time calculated from start time and duration, e.g. 11:30 AM 

{MEETING_LOCATION} Location or URL entered in the Meeting Confirmation popup 

Keywords shown in the edit box as literal text (such as {FIRST}, {RSVP_LINK}, {MEETING_SLOTS}) are 
expanded per recipient at send time. When no member is selected, personal keywords like {FIRST} 
remain as placeholders so you can see and edit the template. 
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11.5  Remote RSVP Invites 

Click ★ Send Remote RSVP Invites to send personalized invite links to selected members. Each link is 
unique to that member and valid for the entire meeting cycle. Members can click the link again at any time 
to change their RSVP or meal selection. 

⚠️  Warning: Do not use the regular Send button for RSVP invites. Use the ★ Send Remote RSVP Invites button. 

The {RSVP_LINK} keyword only expands through this button. 

11.6  Survey Invites 

Click ★ Send Survey Invites to send personalized post-meeting survey links. Use the Did Attend filter to 
send only to members who attended. Members respond using the type configured for each category in 
Setup → Survey Labels: Stars (1–10), a Range slider, or Yes/No/? buttons. An optional comment field is 
always shown. 

11.7  Attaching a File 

Click Attach File to include a PDF or other document with your email. One attachment per send. The 
attachment name appears on the button. Click it again to change or remove the attachment. 

11.8  Sending 

Click Send to deliver the message to all recipients matching the current filter. A progress indicator shows 
the count as messages go out. RSVP-Pro_send_log.txt in your Attendance folder records every send 
attempt. 

11.9  Make Text File of Addresses 

Click Make Text File to export the selected recipients’ email addresses to a plain text file in your 
Attendance folder. Useful for importing into another email system or mailing list. 

11.10  SMS and Text Messages 

Check Send to cell phone to also deliver via MMS gateway. The carrier must be set for each member in 
their record. When both email and cell are available, the message is sent to both. See the Appendix for a 
list of carrier gateway addresses. 

11.11  Email Send Log 

Every send attempt is recorded in RSVP-Pro_send_log.txt in your Attendance folder. Log codes: 

RSVP-INVITE 
HTML email with RSVP 
button sent to email address 

RSVP-MMS 
Plain text MMS sent to phone 
gateway 

RSVP-EMAIL+MMS 
HTML email also sent to 
email address for a phone 
recipient 

SURVEY-INVITE 
HTML survey link sent to 
email address 

SURVEY-MMS 
Plain text survey link sent to 
phone 

MeetingAvail-EMAIL 
Meeting Availability invite 
sent to email address 

MeetingAvail-MMS Meeting Availability invite 
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sent to cell phone via MMS 
gateway 

MeetingConfirmation 
Meeting Confirmation email 
sent with .ics calendar 
attachment 

SKIPPED-no email 
Member skipped — no email 
address on file 

SKIPPED-no phone 
Member skipped — no 
phone/carrier set 

FAILED: ... 
Send attempt failed — see 
the error message for details 

Tip: Open RSVP-Pro_send_log.txt in Notepad to check who was sent invites 

and who was skipped. You can delete old entries or the entire file — it will be 
recreated automatically on the next send. 
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12.  Member RSVP Experience 

When Remote RSVP is enabled, members receive personalized invite links that open a web form on their 
phone or computer. The form is mobile-friendly and requires no login or app installation. 

12.1  The RSVP Form 

The form greets the member by name and shows the meeting month and year (and specific day if Use 
Specific Date is enabled). Members select one of two responses: 

Attending 
Plans to attend in person. Shows meal options and guest fields if 
configured. 

I’m a Call-In Will not attend in person. Guest fields are hidden automatically. 

12.2  Meal Selection 

When meal options are configured, members choose their preference. No Preference is always the first 
option and is pre-selected by default. An Additional Notes text box appears below the meal options (up to 
50 characters) for dietary notes or other details. 

12.3  Adding Guests 

Members tap + Add a Guest to bring a guest. A second guest can be added with + Add a 2nd Guest. 
Each guest has their own name field and meal selection. 

• If the host switches to Call-In, both guests are automatically removed 

• If the host re-RSVPs without adding guests, previous guests are cleared 

12.4  Changing a Response 

Members can click their original invite link at any time to change their response. The form shows their 
current selection pre-filled. The link works for the entire meeting cycle — from when invites are sent until 
the next month’s roster is loaded. 

12.5  Syncing to the Desktop 

Responses sync automatically every time Load Roster is clicked. New guests appear immediately in the 
listbox after sync. Notes entered on the form sync to the Notes field in the member record. If a member’s 
response arrives after you have already loaded the roster, click Load Roster again to pull the latest. 
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13.  Meeting Survey 

The Meeting Survey collects post-meeting feedback. Two methods are supported: a traditional email-
reply survey, and an online survey sent via personalized links (Remote RSVP required for the online 
method). 

Survey keying: each survey is identified by agency code + sub-folder + month + year. Only one survey 
can be active per month per agency. Sending a new survey invite for the same month replaces the 
existing one on the server. If you need independent surveys for different groups in the same month, use 
sub-folders — see Section 3 (Introduction) for details. 

13.1  Email Survey (traditional) 

• Open the Email window and click the Survey Invite quick template 

• Select recipients — typically those who attended (use Did Attend filter) 

• Review or edit the subject and message 

• Click Send 

13.2  Online Survey (when Remote RSVP is enabled) 

Click ★ Send Survey Invites in the Email window to send personalized survey links. Use the Did Attend 
filter to send only to members who attended. Members respond using the type configured for each 
category in Setup → Survey Labels: Stars (1–10 tap-to-fill), Range (slider with custom min–max), or 
Yes/No/? (three-button choice). An optional comment field is always shown. All three categories must be 
answered before submission is allowed. 

Venue 
Rating for the meeting 
location (label customizable in 
Setup → Survey Labels) 

Meal 
Rating for the food and 
service 

Program 
Rating for the meeting 
content, speaker, or agenda 

Tip: To change the category labels (e.g. from Venue to Location), go to 

Setup → Survey Labels and update the three fields, then click Save. The 
new labels are pushed to the server the next time you send survey invites. 

13.3  Fetching Results 

Click the Survey button in the toolbar. 

Remote RSVP enabled 
Click Fetch Online Results — pulls results from the server via your 
API key 

Remote RSVP disabled 
Click Fetch Email Results — connects to your inbox via IMAP and 
reads reply emails 

Results show average scores with min/max ranges, all individual scores, and comments. If there are 
many comments the results area scrolls — Save and Close buttons remain visible at the bottom at all 
times. 

13.4  Saving the Report 

Click Save Report to save SURVEY-Month-Year.txt to your Attendance folder. Check Hide Names before 
saving to produce an anonymous report suitable for sharing. Check Hide Individual Responses to omit 
the per-member score list from the report. When Skip 10/10/10 is active, the report shows both the filtered 
summary and the full summary including perfect scores. 
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13.5  Send Reminder 

After fetching results, the Send Reminder button (right side of the Survey Results window) identifies 
members who were sent a survey invite but have not yet responded. It cross-references the send log 
against the server responses for the current roster period. A dialog confirms how many non-responders 
were found, then opens the Email window pre-set with those members as recipients and the Survey 
Reminder (or Survey Invite) template pre-loaded. The recipient filter is locked — no group or RSVP filter 
selection is needed. Edit the message if desired and click Send. 
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14.  Meeting Availability 

Meeting Availability is a scheduling tool that lets you propose up to five meeting time slots, invite 
members to indicate their availability online, view the results in a colour-coded grid, and send a confirmed 
meeting invitation — all without leaving the application. 

When Remote RSVP is enabled, members receive a personalized email with a blue Set My Availability 
button. Tapping it opens a mobile-friendly page where they tap a circle next to each proposed time to 
indicate whether they are available. Their responses appear in the Meeting results screen on the desktop. 

Meeting Availability — Overview 

Set up slots 
Define up to 5 proposed meeting dates, times, and durations with a 
title 

Send invites 
Members receive an email with a personalized blue response 
button 

Members respond 
Tap a circle to indicate available, available with conflict, or not 
available 

Fetch responses 
Pull member responses from the server into the desktop results 
grid 

Pick a slot Select the winning time using the radio button above each column 

Send confirmation Email the confirmed meeting with a .ics calendar file attached 

⚠️  Warning: Meeting Availability requires Use Events+ to be enabled in Setup. The Meeting button in the toolbar 

and the ★ Meeting Availability button in the Email window only appear when Events+ is active. 

14.1  Meeting Titles 

Each meeting is identified by a title you assign — for example, Budget Meeting, Board Meeting, or Safety 
Review. The title serves as the key on the server, which means: 

• Multiple meetings can run simultaneously using different titles (e.g. Budget Meeting and Safety 
Review can both be open for member responses at the same time) 

• Pushing new slots for the same title replaces the existing slots for that meeting and asks you to 
confirm before overwriting 

• Past meetings (all slot dates before today) are pruned from the server automatically the next time 
any meeting is set up 

14.2  Setting Up Meeting Slots 

Open the Email window from the toolbar. The Meeting Availability template is loaded into the subject and 
body automatically. Below the Quick Template buttons, click: 

• ★  Meeting Availability 

The Meeting Availability Setup window opens showing a required Title field and five slot rows. 

Meeting Title 

Enter a title for this meeting, e.g. Budget Meeting. The dropdown shows previously used titles so you can 
reuse them. The title is required — you cannot proceed without one. It appears in the email subject line 
and on the member response page. 

Entering Dates 

�  Calendar icon 
Opens a month-grid date picker — use this when the date is 
several weeks away 
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◀  Left arrow Steps the date back one day 

▶  Right arrow Steps the date forward one day 

The day of the week is shown in large bold text. The date is shown in smaller text below it. Both update 
automatically whenever the date changes. 

Duration 

Set the meeting length using the Hrs and Min dropdowns. Changing the first row automatically copies the 
duration down to all rows below. Changing any lower row sets that row independently without affecting 
the others. 

Start Time 

Select a start time from the dropdown. Only slots with both a date and a start time are included when 
invites are sent. A note at the top of the screen reminds you of this. 

Saving and Continuing 

Click Save & Continue. If this meeting title already exists on the server with member responses, you are 
asked to confirm before overwriting. RSVP-Pro saves the slots locally and pushes them to the server. A 
confirmation message tells you how many slots were pushed. 

Each title keeps its own dates, durations and start times. Re-opening the window fills in the last title used, 
and picking a different title from the dropdown loads that title’s slots — so a recurring meeting only needs 
its dates changed. 

Re-sending to more people 

To invite additional members to a meeting already under way, open the window again, leave the slots as 
they are, and send to the wider list. Responses already collected are kept so long as the dates, times and 
durations are unchanged. 

If any slot is changed — a different date, start time or duration, or a slot added or removed — the existing 
responses are cleared and the meeting starts over. An answer recorded against the old slot 2 would 
otherwise come to mean a different meeting. 

14.3  Sending Meeting Availability Invites 

After saving the slots, the Meeting Availability template is already loaded in the Email window. The 
keyword {MEETING_SLOTS} expands to a formatted list of your time slots in each member’s email, and 
{MEETING_TITLE} expands to the meeting title. 

Use the standard Email filter — category checkboxes, RSVP radio buttons, Selected Only, and Send to 
cell phone — to choose who receives the invite. 

The Send Now Popup 

A small companion popup appears alongside the Email window. Review and edit the subject and 
message if needed, then click Send Now. The popup closes and a progress indicator appears. 

← Back 
Return to the slot setup screen 
to change dates or times 

Send Now 
Send the invite to members 
matching the current Email filter 
settings 

Cancel 
Close the popup without 
sending — the Email Send 
button is re-enabled 

Tip: To send to one member only, select them in the roster listbox before 
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opening the Email window. The Selected Only checkbox will be pre-
checked automatically. 

14.4  Member Response Experience 

Each member receives an email with a blue Set My Availability button. On phones without HTML email 
support, a plain text link is provided instead. The email also shows a list of the proposed time slots. 
Tapping the button opens a personal response page in the member’s browser. 

The Response Page 

The page shows the meeting title and agency name, then lists each time slot vertically with a circle button 
to the right. A legend explains the four states. Members tap the circle to cycle through: 

Gray  ? No response recorded — the starting state 

Green  ✓ Available — can attend this slot 

Yellow  ~ Available with a conflict — likely can make it 

Red  ✗ Not available — cannot attend this slot 

A Comments field appears below the slot list. Members can add a note about a conflict or any other 
detail. After making their selections the member taps Submit My Availability. A confirmation page shows a 
summary of their choices. Members can return to the page at any time using the original link to update 
their response. 

14.5  The Meeting Results Screen 

Click the Meeting button in the toolbar to open the Meeting Availability results screen. A dropdown at the 
top lets you switch between any meeting titles you have created. 

Grid Layout 

Select row 
Radio buttons at the top of each slot column. Click to mark this slot 
as the confirmed meeting time before sending a confirmation. 

Count row 
The number of green responses (shown in green text) and yellow 
responses (shown in yellow text) for that column, separated by a /. 

Member rows 
Coloured dots showing each member’s response. Click a 
member’s name to open their response and edit it directly — useful 
for phone responses collected outside the system. 

Notes column 
A ✅ icon appears when a member left a comment. Click it to read 
the note. 

Dot Colors 

Green Available 

Yellow Available with a conflict 

Red Not available 

Dashed circle No response received 

14.6  Fetching Responses 

Click Fetch Responses at the bottom of the Meeting screen to retrieve member responses. 

Remote RSVP enabled Pulls the latest responses from the 
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server for the current meeting title 
and merges them with local records. 
A message confirms how many 
responses were fetched. 

No internet connection 
Reloads responses from the local 
file and displays a message 
confirming local data was used. 

Tip: Fetch Responses can be clicked as often as needed. Each fetch 

merges new responses without overwriting manually entered ones. 

14.7  Sending a Meeting Confirmation 

Once you have identified the best slot from the response counts and dot colors, click the radio button in 
the Select row at the top of that column, then click Send Confirmation. 

The Confirmation Popup 

Slot summary 
The selected date, start time, and end time are shown at the top for 
verification 

Location / URL 
Enter the meeting room, address, or video conference link. This 
fills in the {MEETING_LOCATION} keyword in the email body and 
is embedded in the .ics calendar file. 

Send to 
Everyone — sends to all members in the grid. Available only — 
sends only to members who responded Green or Yellow for the 
selected slot. 

Subject Pre-filled from the Meeting Confirmation template — editable 

Message 
Pre-filled from the template with date and time keywords expanded 
— fully editable before sending 

Click Send Now. A calendar file (.ics) is generated automatically and attached to every email so members 
can add the meeting to their calendar application in one click. 

Calendar File (.ics) Compatibility 

Microsoft Outlook 
Double-click the attachment to add the meeting directly to your 
calendar 

Google Calendar 
Open the attachment — Google Calendar prompts you to add the 
event 

Apple Calendar 
Double-click the attachment — event is added to the default 
calendar 

Other apps 
Any calendar application that supports the iCalendar standard 
(.ics) is compatible 

14.8  The Meeting Confirmation Template 

The Meeting Confirmation email is driven by the Meeting Confirmation quick template. Click the template 
button in the Email window to load it, then edit and save a customized version for your organization. 

Available Keywords 

{FIRST} Member’s first name 
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{AGENCY} 
Your agency name from 
Setup 

{MEETING_TITLE} 
The meeting title, e.g. Budget 
Meeting 

{MEETING_DATE} 
Full date of the confirmed slot, 
e.g. Monday, May 19 2026 

{MEETING_START} Start time, e.g. 10:00 AM 

{MEETING_END} 
End time calculated from start 
time and duration, e.g. 11:30 
AM 

{MEETING_LOCATION} 
The location or URL entered 
in the confirmation popup 

Tip: The Description section of the confirmation email is free text. Type it 

directly into the template body or the email edit box before sending — there 
is no keyword for description. 

14.9  Send Log Entries 

MeetingAvail-EMAIL Meeting Availability invite sent to email address 

MeetingAvail-MMS Invite sent to cell phone via MMS gateway 

MeetingAvail-EMAIL+MMS Both email and MMS sent for a recipient who has both on file 

MeetingConfirmation Meeting Confirmation email sent with .ics calendar attachment 

14.10  Troubleshooting 

Meeting button not visible Enable Use Events+ in Setup → Display / Settings → Save. 

★ Send Meeting Availability button 
not visible 

Same as above — both buttons require Use Events+ to be 
enabled. 

Member response page shows no 
slots 

Slots were not pushed to the server. Re-run the wizard (★ 
Meeting Availability → Save & Continue) and confirm the 
success message. 

Confirmation email has no .ics 
attachment 

The slot start time could not be parsed. Ensure Start Time 
was selected from the dropdown. 

{MEETING_LOCATION} in email 
body 

No location was entered in the confirmation popup. Enter a 
location in the Location / URL field before clicking Send Now. 

Send Confirmation has no effect 
No slot is selected. Click the radio button in the Select row 
above the desired column. 
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15.  Reports 

Click the Report button to generate the monthly attendance report. A roster must be loaded first. The 
report is saved as REPORT-MM-YYYY.txt in your Attendance folder and includes: 

• Total attendees 

• Members who attended 

• Guests, candidates, and walk-ins 

• Call-ins (RSVPed not attending) 

• RSVPed but did not show 

• No RSVP recorded 

Tip: Open the report in Notepad++ or WordPad for best column alignment. Standard Notepad may not preserve 

the spacing correctly. 
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16.  Attendance History 

Click the History button to open the multi-month attendance grid. The grid shows each member’s name in 
the left column and a Y in each month they attended. Column and row totals appear at the edges. 

16.1  Building the Report 

• Set the From date (earliest month to include) 

• Set the To date (most recent month to include) 

• Check the member type boxes to include the groups you want 

• Click Build Report 

Month and name headers stay frozen as you scroll, so column and row labels are always visible 
regardless of how large the grid is. 

16.2  Saving the History 

Click Save TXT to save in two formats: HISTORY.txt (monospaced, open in Notepad++) and 
HISTORY.csv (opens in Excel with correct column alignment). Both files are saved to your Attendance 
folder. 

One column per roster 

The report shows one column for every roster file in the date range, not one per month. A month-only 
roster is headed 08/2026; a dated roster is headed 08/16/26. Where both exist for the same month they 
appear side by side, month-only first, so neither hides the other. 

For an organisation that meets once a month this looks exactly as it always has — one column per 
month. 

16.3  Importing Past Attendance History 

The Import History button on the History screen brings older attendance into RSVP-Pro so it appears in 
the history grid and as real, editable monthly rosters. Point it at a CSV or Excel file and it creates one 
ROSTER-MM-YYYY.csv per month found in the file. 

Use this simple layout — one row per person per meeting, with a header row: 

Last Member last name (its own column) 

First Member first name (its own column) 

Month 
The meeting’s month and year — most common formats are 
accepted (see below); any day is ignored 

Attended Y for attended 

Accepted month formats 

RSVP-Pro only needs the month and year, so any of these work: 

8-2025    08-2025    8/2025 Month and year 

Aug 2025    August 2025 Month name and year 

8/1/2025    8/1/25    2025-08-01 Full date — the day is ignored 

Excel tip: Excel often reformats what you type into a date — that is fine, RSVP-Pro still reads it. To keep 
the column exactly as typed, format the Month column as Text first. 

File: The file name does not matter — any .csv, .xls, or .xlsx file will work. 

Using an existing history file: Any file works as long as it has a header row with Last and First columns 
— extra columns are ignored and column order does not matter. In the Attended column, a value that 
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begins with Y or y marks the person present. An X or x is also accepted and treated the same as a Y. 
Anything else (N, or blank) is skipped. 

Each name is matched to your Master Roster to pull full member details. Before anything is written, 
RSVP-Pro lists any names that do not match the Master — those are not imported. Fix the spelling in the 
file and re-run to bring them in. If a month already has a roster, you are asked once whether to Merge 
(add only names not already there) or Skip those months. After importing, the From / To dates are set to 
span the imported months and the report is rebuilt automatically. 

Tip: Imported months open like any real meeting — pick the month in the dropdowns to add members, 
edit details, or change attendance marks. They start seeded with just the people who attended. 
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17.  Master Roster 

The Master Roster (MasterROSTER.csv) is the permanent member record. Each monthly roster is 
created from it. It does not contain RSVP or attendance data — it is simply the member list with contact 
information. 

17.1  The Update Master Button 

Load Master (no master 
exists) 

No MasterROSTER.csv found. Prompts to create one from the 
current roster or import from a file. 

Update Master (roster loaded) 
Merges changes from the current roster into MasterROSTER.csv. 
Offers to remove members who are no longer in the roster. 

Update Master (no roster 
loaded) 

Offers to upload a contact update file to bulk-update address, 
phone, and email fields. 

17.2  Importing a Member List 

RSVP-Pro imports CSV and XLS/XLSX files. The file can have title rows above the column headers — 
RSVP-Pro scans automatically to find the header row. Column headers are not case-sensitive and 
unrecognized columns are ignored. You only need the columns you have. Recognized column names 
include: 

LAST NAME or LAST Member last name 

FIRST NAME or FIRST Member first name 

STREET or ADDRESS Street address 

CITY, ST or STATE, ZIP Location fields 

PHONE or PRI PHONE Phone number 

MEMBER, STATUS, EMAIL, 
CARRIER 

As labeled 

NAME, FULL NAME, MEMBER 
NAME 

Full name in one column — parsed as first word = first name, 
remainder = last name. Handles suffixes (Jr, III) and compound 
last names (La Page). Example: “John La Page Jr” → First: John, 
Last: La Page Jr. 

CODE, AGENCY CODE, 
AGENCY_CODE, GROUP, 
HGR, OFFICE 

Group or agency code — appended to the last name in 
parentheses if non-blank and not already present. Example: Smith 
+ UCA → Smith (UCA). Skipped if the cell is blank. 

✈ Quiet Birdmen — exporting your Hangar Member List 

1.  Go to your Hangar Member List. 

2.  Set Name to SEPARATE (so First and Last come in as separate columns). 

3.  Make sure G is selected. 

4.  Then select Gone West in addition to the default fields. 

5.  Choose Display Custom — the list should show with the name split into First, Last, etc. 

6.  Double-click the table to download it to your Downloads folder, ready to use for Update Master or the 
history import. 

 

17.3  Bulk Contact Update 
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If you have a contact list from another source, click Update Master with no roster loaded, then Yes when 
asked about uploading an update file. The file must be CSV or XLS/XLSX with recognized column 
headers — see Section 17.2 for the full list of supported columns including NAME (full name parsing) and 
CODE (group code appended to last name). 

Overwrite (Yes) 
Any non-blank value in the import file replaces the existing Master 
value. 

Fill blanks (No) Only writes to fields that are currently empty in the Master Roster. 

17.4  Guest Cleanup at Update Master 

When Update Master is run, a checklist appears showing guests who have no contact info and did not 
attend. All checkboxes start unchecked — nothing is removed unless explicitly selected. This prevents 
accidental deletion of guest records. 
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18.  Using Multiple Computers 

RSVP-Pro can be used on multiple computers with the same agency account. Both computers can send 
invites and sync responses — responses from members are stored on the server and pulled by 
whichever computer clicks Load Roster. 

18.1  Initial Setup on a Second Computer 

Copy these files from the primary computer to the Attendance folder on the second computer: 

• Setup1.csv  — contains the agency registration and API key 

• Setup2.csv  — email templates 

• Setup3.csv  — member categories and meal options 

• MasterROSTER.csv  — the member list 

⚠️  Warning: Never click Register with Server on the second computer. This generates a new API key and breaks 

the primary computer’s sync. All previously sent invite links would also be invalidated. Always copy Setup1.csv 
from the primary computer. 

18.2  Monthly Workflow 

When membership changes: the primary computer runs Update Master, then shares the updated 
MasterROSTER.csv with the remote operator (by email, shared drive, or USB). Day-to-day: the remote 
operator simply clicks Load Roster and responses sync automatically — no manual file exchange is 
needed for RSVP data. 
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19.  Demo Mode & Activation 

19.1  RSVP-Pro vs RSVP-Plus 

RSVP-Pro and RSVP-Plus are the same application. The active feature set is determined by your 
activation code. A Pro licensed user who enables Use Events+ runs Events+ features in demo mode. 

Days 0–29 (Demo) All features available — full evaluation period 

Days 30–59 (Demo) Roster viewing and history only — sending and reporting disabled 

Day 60+ (Demo) History view only 

Licensed (Pro) 
All Pro features active permanently. Events+ in demo mode if 
enabled. 

Licensed (Plus) All features active permanently including Events+ and QR Code. 

19.2  Activation Codes 

RSVP-Pro code 
Unlocks all Pro features permanently. Events+ runs in demo mode 
if enabled. 

RSVP-Plus code 
Unlocks all Pro features plus Events+ and QR Code registration 
permanently. 

19.3  Activating 

• Click Setup 

• Enter your activation code in the Activation Code field on Page 1 

• Click Save 

Contact CAVU Companies at www.CAVUcompanies.com or support@cavucompanies.com to obtain an 
activation code. 
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20.  QR Code Registration (RSVP-Plus) 

QR Code registration allows members to self-register for an event by scanning a QR code with their 
phone. This section applies when Use Events+ is enabled in Setup. 

20.1  Generating a QR Code 

In Setup → Page 2 → QR Code panel, click Generate QR Code. A QR image is saved to your 
Attendance folder and displayed on screen. Print it or display it on a screen at the event entrance. The 
code encodes your event URL and agency identifier. 

20.2  The Registration Form 

When a member scans the QR code, a registration form opens in their phone browser. They enter their 
name, select their party type, and optionally add address and meal details depending on your Setup 
configuration. Completing the form registers them as attending. 

20.3  Syncing QR Registrations 

QR registrations sync to the desktop automatically when Load Roster is clicked, alongside RSVP invite 
responses. New registrants who match an existing member are updated in the roster. Unmatched names 
are added as guests and flagged — a notification is sent if Notify Unmatched is enabled in Setup. 

20.4  QR Not Attending 

If a member who previously registered needs to cancel, they can use the cancellation link included in their 
confirmation email. The cancellation is recorded on the server and synced to the desktop on the next 
Load Roster. 
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21.  Dialog Box Reference 

⚠️  Warning (red) 
Alerts you to an error or action requiring attention. Click OK to 
dismiss. 

ℹ️  Information (blue) 
Confirms a completed action or provides information. Click OK to 
dismiss. 

�  Yes / No [No] = decline or cancel.  [Yes] = proceed with the action. 

�  Yes / No / Cancel 
[Cancel] = abort entirely.  [No] = decline but continue.  [Yes] = 
proceed. 
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22.  API Key Reference 

What it is 

Your permanent identifier 
with the RSVP server. 
Generated once when you 
register. 

Where stored 

Setup1.csv in your 
Attendance folder, and 
displayed in Setup → 
Remote RSVP. 

Back it up 

Copy the key to a 
password manager or 
printed secure note 
immediately after 
registering. 

Lost key 
Paste the backup key into 
Setup → API Key field → 
Save. Do NOT re-register. 

Re-registering 

With the SAME agency 
code the server returns 
your EXISTING key — 
invite links already sent 
keep working. With a 
DIFFERENT code you are 
creating a separate 
account, and links tied to 
the old code stop working. 

Sharing 
Copy Setup1.csv to share 
the same key across 
multiple computers. 

⚠️  Warning: Changing your agency code is what breaks links, not re-

registering. Moving to another computer needs no registration at all — paste 
your saved API key into Setup → Remote RSVP → API Key and click Save, 
and every link already sent carries on working. 
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23.  Troubleshooting 

Load Roster shows 
no data 

Check Month and Year 
dropdowns match the file. 
Confirm the file exists in your 
Attendance folder. 

Email sends but no 
message arrives 

Check spam folder. Verify the 
recipient’s email in Edit Full 
Record. Check send log for 
FAILED entries. 

Gmail: Authentication 
failed 

Use a Gmail App Password, 
not your regular password. 
See section 3.2 Email / SMTP 
Settings for the step-by-step. 
2-Step Verification must be 
enabled first, and use port 587. 

No ✓ Synced flash on 
Load Roster 

No internet connection. All 
local functions work normally. 
Try again when connected. 

Invalid or expired link 
The API key was changed (re-
registration). Resend invites to 
affected members. 

Fetch Failed (Survey) 

Check internet connection. 
Server may be temporarily 
unavailable. Try again in a few 
minutes. 

No survey results 
found 

Email replies must be in your 
INBOX. For online survey, 
confirm members have 
responded. 

Skipped members on 
send 

Members with no email or no 
phone/carrier set are skipped. 
Check Edit Full Record. 

Guest not showing 
after sync 

Click Load Roster again to 
trigger another sync. 

{RSVP_LINK} in email 
body 

Use the ★ Send Remote 
RSVP Invites button, not the 
regular Send button. 

{SURVEY} in email 
body 

Use the ★ Send Survey Invites 
button, not the regular Send 
button. 

{MEETING_SLOTS} in 
email body 

Use the ★ Send Meeting 
Availability button, not the 
regular Send button. 

Stats filter not 
clearing 

Click ALL, any letter 
button, or click the 
active stat label again 
to clear the filter. 

Setup changes not Click Save before closing the 
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saving Setup window. 

Always starts in 
Demo Mode 

RSVP-Pro could not save its 
settings file. It now tells you 
when this happens and where 
it saved them instead. Moving 
RSVP-Pro out of a protected 
folder such as Program Files 
cures it. 

Data is not where you 
expected 

Open Setup and read the Data 
folder line under Data Path — 
that is the folder in use. 

Gone West members 
in the roster 

They no longer appear. A 
roster created by an earlier 
version still holds the rows, but 
they are hidden and are never 
messaged. 

Events+ panels 
greyed out 

Check that Use Events+ is 
enabled in Setup → Page 1 → 
Display/Settings. 

Meeting button not 
visible 

Enable Use Events+ in Setup 
→ Display / Settings → Save. 

Meeting slots not on 
response page 

Re-run ★ Meeting Availability 
→ Save & Continue. Confirm 
the server push success 
message. 

Send Confirmation 
has no effect 

Click the radio button in the 
Select row above the desired 
slot column first. 

Send log file is large 

Open RSVP-Pro_send_log.txt 
in Notepad and delete older 
entries, or delete the file — it 
will be recreated automatically. 

Sub-folder has no API 
key 

Navigate to the sub-folder in 
Setup → Data Path, then go to 
Setup → Remote RSVP and 
click Register with Server to 
generate a new key for that 
folder. 

For support contact CAVU Companies at support@cavucompanies.com or visit 
www.CAVUcompanies.com. 
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Appendix — Carrier MMS Gateways 

When sending to cell phones, RSVP-Pro uses MMS gateway email addresses. The carrier must be set 
for each member in their Edit Full Record screen. 

AT&T @mms.att.net 

Boost Mobile @myboostmobile.com 

Cricket Wireless @mms.cricketwireless.net 

Google Fi @msg.fi.google.com 

Republic Wireless @text.republicwireless.com 

Sprint @pm.sprint.com 

Straight Talk / Xfinity @vtext.com 

T-Mobile @tmomail.net 

Ting @message.ting.com 

Tracfone @vtext.com 

US Cellular @mms.uscc.net 

Verizon / Spectrum @vzwpix.com 

Virgin Mobile @vmobl.com 

Note: Gateway addresses occasionally change. If delivery fails, check the carrier’s website for the current 
SMS/MMS gateway address. 


