Sample event check-list

1. Login to your website, clickvent Manager, thenEvent Center.
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Welcome back SA Region 7 Event Manager Click here to logoff Help
W Event Web Site 8 Event Emails

#* Customer Service @ Reports

Event Center

Welcome to Your Event Management Center
Event Status

Related Actions
Edit Event Options

Accepting Registrations and Gifts
Edit Participation Types

Edit Event Questions
Edit Team Captain Questions i . . . .
TR SUERE URL « Event Website to work with TeamRaizer Weh pages (including the left-side navigation area)

Test Orive « Event Emails to work with three types of email messaging for corresponding with others about this
TeamRaiser
Edit Event Properties

Edit Cantart Dranartios

If you have appropriate permissions, from this Event Center, you can access

« Customer Service to register participants and manage their information as well as manage team,

2. Edit Event Information: Make sure your eveng sihd date are correct, click next and
make sure all other info is correct.
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Event Center > RFL FY09 SA 07 Virginia Beach VA
Process Navigator i * 1. public Name:
1. Edit Event Information |dentifies this TeamRaiser ta site visitors and participants
2. Edit Bvent Cptions [Relay Far Life of Virginia Beach
3. Edit Event Status it 2. EventDate:

Sets when the event accurs (or, for virtual events, when registration closes)
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Next OF Cancel

Privacy Policy |s online giving safe?

3. Edit Event Options: Notice that your Team Siekl is not complete for most events.

Please enter this information according to youméypeeferences. Complete the Related
Actions fields. Please enter this information adawg to your event information.
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Welcome back SA Region 7 Event Manager Click here to logoff Help
A W Event Web Site B Event Emails
Event Center » RFL FY09 SA 07 Virginia Beach VA
Process Navigator TeamRaiser Goal: [f850,000.00
1. Edit Event Information

Suggested Participant Fundraising Goal: [$200.00
2. Edit Event Options
1. Team Size:

2% Customer Service P Reports

3. Edit Event Status
Defines the maximum number of members allowed on a team

Related Actions et OF Cancel

4. The Event Status should be “Accepting Registnatand Gifts”
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Welcome back SA Region 7 Event Manager Click here to logoff  Help
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Event Center > RFL FY02 SA 07 Virginia Beach VA
Process Navigator i 1. status:

1. Edit Bvent Infarmation Determines if people can register for this TeamRaiser, donate to it, or both {Unpublished TeamRaisers

are not available for online registrations or donations, but may have some management tasks available)
2. Edit Event Options

3. Edit Event Status

Finish Save OF ancel

Return to your Event Center. Select Edit Bgdition Types. Make sure all

information is correct. Select edit beside eadati@pation type to make sure the
information you want is included (complete opti@n& b only). Under the Select type
Options the types of registration you are allowamjne should be selected as “active”,
all others “inactive”.

Welcome back SA Region 7 Event Manager Click here to logoff  Help
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Event Center > RFL FY09 SA 07 Virginia Beach VA
Process Navigator Create a New Participation Type
1. Review Participation This is a list of the participation types that define how a person can participate in this TeamRaizer. Use the Edit
Types action to modify the attributes of an existing participation type (including adding constitusnt record fields,

Additional Options for purchase/selection, Questions, and a banner image to the registration form). Use the Order
column to determine the arder in which these participation types display on the registration form. To create a new
participation type, click the Create a New Participation Type link or Copy an existing one to use as a model

- Participation Types List -

Records 1-120f 12 First | Previous | Mext | Last
~ | Order

“  |Actions ' |Registration Fee ~ |Deductible Amount

Participation Type

Participant Registration - Cash o gan

Check
Copy
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6. Return to your Event Center. Skip to Edit Everggerties and fill in information
as needed. Leave blank if unknown. Return to EGemter and do the same for

Edit Contact Properties.
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Event Center > Edit Event Properties

Process Navigator
1. Identify Details EVe“t Nc':l me: [Relay Far Life of Virginia Beach

Schedule: |

Date & Time: I

Location: |
State: [virginia
City: |V\rg\ma Beach
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7. Return to your Event Center. Seléstent Website This is where you
customize your website pages. Click the blue Bditon (to the right of the
“Welcome back...” message. You will see “Team Capfanouncement
Area...”. You do not want to leave this showing @uyhomepage so make sure
to change this to show a message. Just typeinghé box with your new
message. Click Save when complete.



