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GrowthZone Event Management

* Create and manage every aspect of an event from within the Events
module
* Member pricing
Publications, Invitations and other communication
Registration and Check-in
Invoicing and Payments
Reporting



Event Defaults

* Setup > Event > Event Settings

Event Settings
Payment Gateway Invoice Line Item Description Option
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Event Defaults



http://supportwiki.memberzone.org/index.php?title=Event_Management#Events_Initial_Setup
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Event Calendars

* Setup > Event > Calendars >> Add

Add/Edit Calendar (& ] x)
I
|
e B Event Calendars



http://supportwiki.memberzone.org/index.php?title=Event_Management#Create_Calendars

Calendar on the Website

Main Calendar

Start Date End Date
Category
Ary Category v

Search

Upcoming Events

Community Garage Sale | ...

our annual community garage sale

Run Ride or RO | cuwsay sy 22, 20

Main Calendar

Start Date

Category

Search

< Jul 2018 »




Event Page on the Website

Run Ride or Roll
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10% discount for groups

Click here to
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Add a New Event

 Events Module > List View >> Add New Event

Add New Event 80 &

Add a New Event



http://supportwiki.memberzone.org/index.php?title=Event_Management#Add_a_New_Event
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Copy an Existing Event

 Existing Event > Actions Ribbon > Copy This Event

Copy Event [ ] x)

Options
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Copy an Existing Event



http://supportwiki.memberzone.org/index.php?title=Event_Management#Copy_An_Existing_Event

Edit Event Details

 Overview Tab of the Event

‘ Prom for Parents [Approved]
Overview LD :, donind s 1 ‘

: Contact Information
4
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Edit Event Details



http://supportwiki.memberzone.org/index.php?title=Event_Management#Editing_Event_Details
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Registration Options

* Attendee Setup Tab of the Event > Overall Registration Options

Overall Registration Options Q n

Registration Start Date Registration End Date Max Attendees External Registration Link
Options
v
v v
v

Member Validation (Note: by default, if a member logs in, they will always be validated as a member):

Session Changes Allowed Until Fundraiser Receipt Template

Registration Options



http://supportwiki.memberzone.org/index.php?title=Event_Management#Set_Up_Event_Registration_and_Fee_Details
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Registration Options

* Attendee Setup Tab of the Event > Overall Registration Options

Overall Registration Options Q n

Registration Start Date Registration End Date Max Attendees External Registration Link
Options
v
v v
v

Member Validation (Note: by default, if a member logs in, they will always be validated as a member):

Session Changes Allowed Until Fundraiser Receipt Template

Registration Options



http://supportwiki.memberzone.org/index.php?title=Event_Management#Set_Up_Event_Registration_and_Fee_Details
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Registration Form

» Attendee Setup Tab of the Event > Registration Form Settings

Edit Registration Form Settings B n

Options
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Registration Form Settings



http://supportwiki.memberzone.org/index.php?title=Event_Management#Configure_Your_Registration_Form_Settings
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Event Custom Fields

e Attendee Setup Tab > Manage Custom Fields > Add Custom Field

Add Custom Field (& x ]

Use Existing Field

Name Display Name Custom Field Data Type
Group/Section Characters Allowed
Properties

Is For Attendee

Public Member Hub Required Archived

Is Required For Staff

External Data Source

Event Custom Fields



http://supportwiki.memberzone.org/index.php?title=Event_Management#Add_Custom_Fields_to_Event_and.2For_Event_Registration_Form

Event Fees--Registration

* Attendee Setup Tab > Registration Types > Add Type

Registration Types
Name

Non-Member Dinner Fee

Member Dinner Fee

Price

$75.00

$50.00

Available to Contacts

Yes

Yes

Available to Non-Members

Yes

Yes

© Add Type ~

Actions

© Add Type ~

Add Free Registration Type

Add Simple Paid Registration Type

Add Table/Group Registration Type
Add Advanced Type

Event Fees--Registration



http://supportwiki.memberzone.org/index.php?title=Event_Management#Setup_your_Event_Fees
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Event Fees—Discounts

* Attendee Setup Tab > Registration Types > Add Type

Registration Discounts

Global Name Promo Code Start Date End Date Applies To Reg. Type i
ep -2ap Add Early Registration Discount
Quantity discount over:4 Add Promo Code Discount
Early Bird Discount 7/24/2018 7/26/2018 Add Discount for Membership Type

Add Volume Discoun t

Event Fees--Discounts



http://supportwiki.memberzone.org/index.php?title=Event_Management#Set_Up_Discounts_for_your_Event

Event Fees—Additional [tems

* Attendee Setup Tab > Registration Types > Add Type

Additional Event ltem

Mame
Description

Goods/Services

Is For Non Members

Is Active

Availability
For Attendees

Is For Members

Cance
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Event Fees--Additional Items



http://supportwiki.memberzone.org/index.php?title=Event_Management#Add_Additional_Items_for_Sale_during_Event_Registration
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Registration Messages

e Attendee Setup Tab > Instructions and Confirmation Messaging

Instructions and Confirmation Messaging 4

Event Registration Instructions

Event Confirmation Message
E 4 © 9-=- = = = = & =
=2} a v <>
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Thank you for re: gisterin, ¢ for Annual Conference.

Registration Messages



http://supportwiki.memberzone.org/index.php?title=Event_Management#Customize_Registration_Instructions_and_Confirmation_Messages

Event Communications

* Actions Ribbon from any tab

load Badge

Event Communications



http://supportwiki.memberzone.org/index.php?title=Event_Management#Event_Management--Invitations_.26_Other_Communications

Managing Registrations/Attendees

e Attendee Tab

Registered or Attended A Customize Results... || Attendee Status: Registered Attended X

[Clear All]

Reg. Id Name Organization Event Status Invoice # - Registration Type Additional ltems Actions
988041 jack sprat Registered~ 174 Table of 8-do not reserve for al - Actions~
Sam Donaldson Registered~ 173 table of 8-reserve al E3 Actions-
Registered~ 173 table of 8-reserve al E3 Actionsw
CHN Consulting Registeredw 1711 Single Person 2 R Actionsw
Doyle Burbank Ladish Malting Registeredw 169 Single Person E3 Actionsw
Wi nning Bill's Guided Tours Registered- 67 Couple - Actionsw
934547 Katie Denning Registered~ Couple F3 Actions~
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Managing Registrations/Attendees



http://supportwiki.memberzone.org/index.php?title=Event_Management#Attendee_Tab

Matching Registrants to Contacts

e Attendee Tab > Icons

m Attendees Attendee Purchases Attendee Setup Sponsor Setup m
earch. Registered or Attended T Customize Results... || Attendee Status: Registered Attended X
[Clear All]

A

Reg. Id Name Organization Event Status Invoice # Registration Type Additional ltems Actions

983041 jack sprat Registeredw 174 Table of 8--do not reserve for al - Actionsw
588038 Sam Donaldson Registeredw 173 table of 8-reserve al £3 Actionsw
588038 My _Friend Registeredw 173 table of 8-reserve al £3 Actionsw
59345449 Clara Naples CN Consulting Registeredw 171 Single Person 2 A Actionsw

Matching Registrants to Icons



http://supportwiki.memberzone.org/index.php?title=Event_Management#Matching_Registrants_to_Contacts

Cancelling a Registration

* Attendee Tab > Gray Actions Button

......

2

Acticess | Linpaid Amptss | Pfaid /
5 Invoice Involce
) Cancel Regurintor ) Carcel Reg siration
[ B0t Atterd e 7 Edit Attendes /
Ente ok Papment B Provt Badoe
Croctt Core
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Cancelling a Registration



http://supportwiki.memberzone.org/index.php?title=Event_Management#Cancelling_a_Registration

Managing Attendance

* Attendee Tab > Gray Actions Button

* App

Add Registration

Download Badges

Actual Attendance/No-Shows
Mailing Labels

Event Activity Report

Event Discount Use Report

I: Registered= :I
s Attended

'® No Show
@ Unknown

(

Add Registration

Download Badges

Actual Attendance/No-Shows

Mailing Labels
Download Attendees
Event Activity Report

Event Discount Use Report

LLTTIrY

I

Managing Attendance



http://supportwiki.memberzone.org/index.php?title=Event_Management#Managing_Attendance.2FCheck-in

Event Payments & Invoices

* Attendee Tab or Attendee Purchases Tab > Gray Actions Button

(Actions=| Unpaid

. ) Invoice
& Cancel Registration e e
[# Edit Attendee o '
= Send Invoice
W Enter Check/Payment 3 Download Invoice
== Enter Credit Card & Enter Check/Payment
A Print Badge == Enter Credit Card

* Can also manage from the Contact Record > Account Tab

Event Payments & Invoices



http://supportwiki.memberzone.org/index.php?title=Event_Management#Event_Management--Payments

Event Reports

* Attendee Tab or Attendee Purchases Tab > Orange Actions Button

Attendee Tab

Attendee Purchases Tab

=3

Download Badges

Add Registration

Actual Attendance/No-Shows
Mailing Labels

Download Attendees
Event Activity Report

[F==)

Event Activity Report

Event Discount Use Report

Event Discount Use Report

* Also available via the Reports module

Event Reporting



http://supportwiki.memberzone.org/index.php?title=Event_Management#Event_Reporting

