
Sample event check-list 
 

1. Login to your website, click Event Manager, then Event Center. 

 
 
 
2. Edit Event Information: Make sure your event site and date are correct, click next and 
make sure all other info is correct.  

 
 
3.  Edit Event Options: Notice that your Team Size field is not complete for most events.  
Please enter this information according to your event preferences.  Complete the Related 
Actions fields.  Please enter this information according to your event information.   

 
 
 
4.  The Event Status should be “Accepting Registrations and Gifts”. 



 
 
5.  Return to your Event Center.  Select Edit Participation Types.  Make sure all 
information is correct.  Select edit beside each participation type to make sure the 
information you want is included (complete options a & b only).  Under the Select type 
Options the types of registration you are allowing online should be selected as “active”, 
all others “inactive”. 

 
 

6. Return to your Event Center.  Skip to Edit Event Properties and fill in information 
as needed.  Leave blank if unknown.  Return to Event Center and do the same for 
Edit Contact Properties. 

 
 



7. Return to your Event Center.  Select Event Website.  This is where you 
customize your website pages.  Click the blue Edit button (to the right of the 
“Welcome back…” message.  You will see “Team Captain Announcement 
Area…”.  You do not want to leave this showing on your homepage so make sure 
to change this to show a message.  Just type right in the box with your new 
message.  Click Save when complete. 

 
 

 
 

 
 
 
 


