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Event Registration 

1. Introduction 

1.1 Overview 

The purpose of this document is to describe the overall end-to end process of creating a new 

calendar event all the way through the on-line registration process including using one of the 

available payment gateways. 

This document is primarily written for new users of the system.  However, the more advanced user 

or users with prior event experience may find some additional insights in customizing the event in 

the Advanced User section and/or Frequently Asked Questions (FAQ). 

1.2 Scope 

This document covers: 

¶ Adding a new Calendar Event 

¶ Editing the Event ï turning on Registration 

¶ Payment Gateway Processing 

¶ Event Question development 

¶ Registration ñBack Roomò 

1.3 Audience / Affected Groups 

The target audience for this document is: 

¶ New Users 

¶ Existing Users looking for tips, tricks and techniques 
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2. Event Registration Overview 

Creating an event that has a registration capability is a multi-step process.  It starts with creating a 

normal calendar event.  Once the calendar event is created, the event can be edited and changed 

into an event with registrations. Defining the Registration capabilities of an event involves many 

steps.  Registration questions, rooms, and a payment gateway are just a few of the items that need 

to be defined. Once the registration module is defined additional data entry fields and access to the 

Registration summary (BackRoom) where registration information is summarized is enabled. 

 

 Note: Creating an event with registration capabilities takes time and some experimentation ï 

especially the first time.  Please plan accordingly. 

 

3. Calendar Events 

3.1 Overview 

The Calendar lists all events that have been created for your account/district and/or club. To view 

the calendar from the home page click on the Calendar tab on the menu bar or scroll down to the 

bottom of Section 1.  Double click on either the club or district calendar link. 

 

 

 

By selecting items in the Event Calendar Parameter section of the window you can select the 

Calendar View, Search for a specific event, select the event types to be shown, export the calendar 

to Word, or display the calendar in printer format for printing.  To select an item, click on the check 

box. 
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Two calendar viewing formats are available:  List or Block.  Calendar events are viewed in standard 

calendar format when viewed in the Block format.  Information about the event can be viewed by 

double clicking on the event name as seen on the calendar.   

When viewing the calendar in the List format, as displayed above, events are sorted by date, 

starting with the most current date. Events prior to the current day are not listed by default, but can 

be viewed by using the search options.   

Columns indicate the date and time of the event, event name and location, as well as the club 

name associated with the event (if any). If an event has been set up to accept registrations, the 

ñRegister NOWò link it will be shown in the Action column. The Action column will display additional 

options depending on the security level of the user. 

Club events are only visible to members of that club. 

Account/district events are visible to everyone in the district. 

 

3.2 Security Levels 

 

Some where we need to discuss the different security levels and what that means. 

 

 

3.3 Adding an Event 

 

An event may be added by selecting an event type from the Select Event Type drop down menu 

within the Calendar view.  
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If viewing events at the Club Level only club events can be added.  If viewing events at the District 

Level only district events can be added.   
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The Add District/Club Event screen will display after one of the above actions is taken. 

 

The Add District/Club Event screen is divided into two sections: 

Section 1 ï Event information ï where information about the event not relating to schedule is 

entered.  

Section 2 ï Event Schedule ï where the date and time of the event, as well as any repetition 

options are entered. 

Cancel button ï Closes the Add District/Club Event screen without creating the Event. 

Add button ï creates the Event and adds it to the Calendar 

Event Status pull-downï Allows the user to make the event active or inactive.  Registration will not 

be visible to the members unless the event is active.  The event status default is active.  

Registrations will be accepted as soon as the event is added to the calendar.  Change the event 

status to inactive until the event is built in its entirety and ready for registrations.  Events in the 

inactive status will appear highlighted in yellow when the calendar is viewed. 
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3.3.1 Section 1 ï Event Information 

 

 

Event Name (required) ï The name of the event should be entered here. It will be the name 

displayed in the Event Name column on the Calendar. 

 

Enable Registration ï The choices determine whether users can register for the event. 

¶ No ï The registration is not active, the Register NOW  link will not be displayed on 

the Calendar screen and no users will be able to register for the event.  

¶ Yes ï The registration is active, the Registe r NOW link will be displayed on the 

Calendar screen and users will be able to register for the event if the event status is 

active.  If the event status is inactive the Register NOW  link will only be displayed on 

the moderatorôs calendar view. 

Display in the Multi-Districts Specified -   

¶ No ï The registration is active only in the club or district under which it is entered 

¶ Yes ï The registration is active in the domain that is selected  

 

Short Description ï A description of the event may be added in this field. There are many editing 

options available to make the information as simple, or as complex, as needed. 

Location ï The event location may be added in this field. There are many editing options available 

to make the information as simple, or as complex, as needed.  Links to maps may also be added in 

this section. 
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3.3.2 Section 2 ï Event Schedule 

 

Start Date (required) ï This is the date that the event will start. It will also determine when it will 

display on the Calendar screen. The date can either be typed in the field in mm/dd/yyyy format, or it 

can be selected by clicking on the red calendar button to the right of the field. 

TBA ï To Be Announced ï Selecting this checkbox will enter the event as TBA.  The dates and 

times can be added at a later date. 

End Date - This is the date that the event will end. If it is left blank, this field will be automatically 

set to the same value as the Start Date when the event is created. It will also determine when the 

event will display on the Calendar screen. The date can either be typed in the field in mm/dd/yyyy 

format, or it can be selected by clicking on the red calendar button to the right of the field. 

Start Time (required) ï The time of day that the event will begin is entered in this field. It can be 

entered in either standard AM/PM format, or in military time. 

Recurs ï determines whether the event only happens once or recurs, and if so, how often. There 

are four choices: 

¶ One-Time (default) ï The event only happens once. It will only be displayed in the 

Calendar one time for the dates specified. 

¶ Weekly ï The event will occur for the number of weeks entered in the For __ 

Week(s) field which is displayed when this option is chosen. 

¶ Monthly: Day-of-Month ï The event will recur on the selected day, for the number of 

months selected in the On the (01-31) __ of EACH month, for: __ month(s) fields 

which are displayed if this option is selected. 

¶ Monthly: Day-of-Week - The event will recur on the selected day, for the number of 

months selected in the On the __ __ of the month, for: __ month(s) fields which 

are displayed if this option is selected.    
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3.3.3 Add Event 

Click on the Add button to add the event.  When the event has been scheduled the confirmation 

window will be displayed.  Click on the Go To Calendar  button to go to the main calendar screen. 

 

 

3.4 Updating (ñEditingò) an Event 

Once an event has been created and added to the calendar it may be edited to enable 

registrations.  An event may be edited by clicking on the Edit Form link in the Action column on 

Calendar screen.  The event moderator, the club leaders (if the event is a club event), and the 

district administrators can edit or change an event. 

 

The Edit District/Club Event screen will display when the link is clicked. 

The Edit District/Club Event screen is divided into four sections: 

Section 1  ï Event information ï where information about the event not relating to schedule is 

entered.  

Section 2  ï Event Schedule ï where the date and time of the event, as well as any repetition 

options are entered. (This section is covered above in the Adding an Event area.) 

Section 3  - Registration Options ï where registration parameters are set for the event. Such as, 

what displays on the Event View and online payment options. 

Section 4  ï Event Moderators ï where moderators can be chosen from the available list 

Cancel button ï Closes the Add District Event screen without creating the Event. 

Clone button ï Displays the Event Clone screen, which allow the chosen event to be cloned ï 

either within the same district, or elsewhere. 

View button ï Displays the Event View screen for the event 

Delete button ï Deletes the event from the calendar.  This can only be done if no one has 

registered for the event.  If there are registrations they must be deleted before the event can be 

deleted.   

Update button ï Saves all changes made to the Event and returns to the Calendar screen. 
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3.4.1 Section 1 ï Event Information 

In addition to the fields described above, there are three additional fields that can now be defined.   

 

 

 

Enter Event URL to upload ï If there is a webpage associated with the event, it may be added 

here. 

Enter a filename to upload ï documents and photos may be added either by typing the location of 

the file on your computer into the field, or using the Browse button to locate them on your 

computer. 

Confirmation Footer ï This field is located beneath the location.  An email confirmation is sent to 

each registrant when their registration is received.  The confirmation email will be added to the 

canned registration message. 

 

 

3.4.2 Section 3 ï Registration Options 

 




















































