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C- Calendar & Event Manager

Overview

The Calendar and the Event Manager provide the ability to announce upcoming events
throughout the website, take online registration, and manage registration all from your
Clubessential website. The Calendar is a repository for all events and activities, while the Event

Manager is an Administrative tool that works in conjunction with the Calendar.

Use Case(s)

The Calendar and Event Manager are great ways to advertise and manage events at the club.
The Calendar can be added as a full view calendar as its own page, or even as a condensed
version in the form of a Calendar Plug-in. It is most effective to have an overall Club Calendar
that houses all events, while you break out smaller Calendars for each section applicable on the
website (example: Golf Calendar, Fitness Calendar, Social Calendar). In addition to the full
calendars, many clubs find it useful to add a Calendar Plug-in on the member home page, or
other pages, to promote events happening within the next few days. Since the Calendar takes
online registration, it is essential to use the Event Manager alongside the calendar to manage

registrations when applicable.

Calendar Views

The calendar offers several views for Members. Understanding how the views look, as well as
how and where the views are populated is critical to determining how the Calendar can best
serve your Club. This section provide an overview of the various available Calendar views that

may be implemented on your Website.
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Quickview

Most typically, this type of Calendar view is located on the member home page via the
Calendar Plug-in. This view may also be used on any content page throughout the website.
It will show the next X number of events over X number of days. Setting up the parameters
and design of this view is managed by Clubessential based on information you provide.
Events will dynamically populate this view based on the associated Filter. All events visible

in the quickview need to be added via the Calendar - Full View.

UrcoMING EVENTS
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Full View

This is the full view of the Calendar, and can be set to show day, week, month, year, or list
view. It is most common to show this as month view; however, members may change their
view manually on the site if desired. This view houses the Event Creation tools which will be

discussed in the next section.

CLUB CALENDAR
Admin Bar: Help I Add Single Day Event I Add Multi-Day Event
Add Personal Event | Export Calendar | Checkout | Printable Version deh
o MewEvent & Other & NotYet Open & Avsisble @ Reserved Weit Listed & Soid Out 4 Closed
Day | Week JRALIG ] 4 i |
Quick Filter | Filter: Show Personal & Show All
< September 2016 -
sun Mon Tue Wed Thu Fri Sat
28 29 30 31 Sep1 2 3
» fgﬂﬂm Brunch Fall Hours Begin @ Date Night
i - ® Ceai i
4 ] 6 i 8 9 10
| wldeng e @ Craft Night # Date Night
il T Brunch Piates
e § 12 13 14 15 16 17
‘Morning Yona
il o ey
18 19 20 21 22 23 24
il
25 26 27 28 29 30 Oct 1
.Morning Yoga Poker o Fall Festival
m =~ Flow = ™ Tournament
2 3 4 S 6 I 8
., Brunch ., Book Club
i o Mornia Yoga
“ Flow
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Event View

This is the detailed view of each event, and is the view Members will see once they click on
the Event from the Full View, or from the Quickview. Here, dates and detailed times of the
event are listed, along with a Register button if the event is one a member can register for.

Additional info, such as text and imagery can be added; or use of an Event Flyer may also

be added.

4 Back 4 Prev Event Morming Yoga Flow Next Event »
Print Open Event Manager Sync Event Help for this Page 7
MORNING YOGA FLOW

Monday, October 03, 2016 700 AM - 8:30 AM

P cickrErETo REsisTER |RRllATE TO BVENT CART

Allowed 20, Booked 0

FLOW THROUGH YOUR DAY

BY JOINING YOGA FLOW

Wake up your mind, body, and spirit with sun salutations to start your day. Beginning at 7am we will practice an hour and half long yoga flow
session.
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Events

Event Types

There are three types of events, which can be added using two buttons on the Calendar.

Single Day Event: one time event, such as Valentine’s Day or Mother’s Day. The Attendee only
needs to come to the single event once.

2ct

Fall Festival

Multi-Day Event: occurs over a period of time such as camps or tournaments. The Attendee
must come to every day of the event, but only signs up once for this event.

7 &

- Golf Tournament Golf Tournament Golf Tournament

Ich

Recurring Event: single day event that recurs, such as a Wednesday night dinner special; or even
a recurring monthly event like Movie Night. The attendee is required to sign up for each event
individually, but the same parameters for the event recur.

Mon

29

_ g Moming Yoga
=2 Flow

Maorning Yoga
* Flow

12

@ Morning Yoga
" Flow
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Adding an Event

Accessing the Toolset

Navigate to the Full View of the calendar, which is usually located in the main navigation.

If the website does not have a link to the Full View calendar in the navigation, you can access

the calendar in different ways depending on your access role.

Admins: Hover over Admin bar in the left hand corner of the screen, select Week | Month | Year.

ADMIN ‘\F\E\econmunicatiuns E

CONTENT MGMT COMMUNICATION USER /PROFILES EVENT S
Articles Compose Email Directory | Roster Event r-ﬁ.:mager/
Document Upload First Impression Dynamic Groups Today
Form Base HotPage Groups Week | Month | Year
HotPage Inbox Profile All
Image Explorer Mail Reporting Roster Search Event Reports
Template Manager Poliing Staff

Surveys Yellow Book MEETING MANAGER

REDESIGN FREE TRIAL
Voice Messenger

Family Feud
Old Site Home

Redesign Site Home

Editors: Hover over Admin in the main navigation, select Main Tools, and then Calendar.

7 L
Latuess & Spa Social & Dining om'h- p | Admin
\q o == Open Public

Calendar Main Tools

Directory ! Additional Pages
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Click the Add Single Day Event Button in the calendar interface.

CALENDAR o T
Admin Bar: Help I Add Single Day Event I Add Multi-Day Event
Add Personal Event | Export Calendar | Checkout | Printable Version dsh
o MewEvent @ Other & Not'YetOpen &3 Avsilable  # Reserved Wait Listed & Sold Out  # Closed
Week |RGUIGR] Year | List | Family | Search | Fiiters
Quick Filter | Filter: Show Personal & Show All

-« September2016 [ =

This will launch the Add Event Interface to begin adding criteria for the event.

Add Event [ ]

J Step 1 - Event Detail

QI
Event Title = Z
‘ AlldayEvent - HasEnd Time?
Eaat o D.. & E...... Start Time . 12:00 AM I G‘
Event Summary | SE etk T | .
“ A June, 2017 LO L4
Eventiea | v S M T W T F S
Event Status |Pub_1_'tshed_ , 22 28 29 30 31 1. 2 3
Title Position Site Default ¥ | 23 4“ 6 7 g8 8 40
o . 24411 12 13 14 15 16 17
Clickable Event ! Allow Public View?
Allow Members to Email Event? | 25 18 19 20 21 22 23 24
2 - 26 25 26 27 28 29 30 1
Categories | Select All A
Please enter st leas = 5 e 7
i = B@ " calendar g 2 3 4 e 8
L]
b U archive
& U Fitness
b O Goif
& ([ Priv Home Featured Even
L Racquets -
4 4
External Event Flyer‘
Event Thumbnail I 5 b
ESaveand Continue ‘ BSaveand Close
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Step 1 - Event Details - Basic

To set up an Event, begin by completing the basic event details contained on this screen.

Name: this is the title of the event and will show on the full calendar or on the calendar
Quickview as the Event Title.

Add Event [5¢]
J Step 1 - Event Detail o
@:
Event Title
‘ X All day Event ' Has End Time? '
EVt L0y D.. |_...... Start Time . 12:00 AM [ ‘@'
Event Summary el o)
“ A June, 2017 LE 4
Event Area | v S M T W T F S
Event Status | Published v 22 28 29 30 31 1. 2 3

TWe Posiion [ Siee Detault v | 2 4 s 7 8 9 10

24 11 12 13 14 15 16 17
25 18 19 20 21 22 23 24
26 25 26 27 28 29 30 1

Clickable Event ¥ Allow Publ ic View? L
Allow Members to Email Event?

Categories | A
e picled b = ?Ekdﬂtllalendar 27 2 3 e 5 b T 8
| "
b U Archive
b [ Fitness
b U Goif
L L Priv Home Featured Even
L Racquets -
4 [ 4
External Event Flyer‘
Event Thumbnail [ | B =

% Save and Continue ‘ Save and Close
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(Example of how the Event Title field displays on the Full View)

4

. Wine Night

O

Event Color: you may select an event color for the event. This will change the color of the event

title on the Full Calendar View.

Add Event a
J Step 1 - Event Detail \
-
©
Event Title |
All day Event | Has End Time?
EeniCoo IS SEEEEEE| | 500 o
“ oo June, 2017 L 4
Eveni/iza | v S M T W T F §
Event Status Published ” 22 28 29 30 31 1 2 3
Title Position S!teDefauIt' 23 4 b i 8 9 10
24411 12 13 14 15 16 17
Clickable Event ¥ Allow Public View? |
Allow Members to Email Event? 25 18 19 20 21 22 23 24
. 26 25 26 27 28 29 30 1
C ategories | Select All a = 2 i
S B8 Calendar 2y 2 3 4 5 B / 8
| |
b [ archive
L [ Finess
b U Golf
L [ priv Home Featured Even
S Racquets A4
14 4
External EventF\yer|
Event Thumbnail I 5 -
Esaveandcontinue | ﬂsaveandmuse

10
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Event Summary: this will show on the calendar quickview. This is intended for a quick
description of the event. Detailed information will be added in a later option.

Add Event a
J Step 1 - Event Detail
-
7]
Event Title
All day Event | HasEnd Time?
. Start Ti .
Event Summary i 1210 AM @
“" o4 June, 2017 LA (4
Ve \ v S M T W T F S
Event Status Published r 22 28 29 30 3N 1 2 3
Title Position Site Default ¥ 23 4N 6 7 8 9 10
’ 24 11 12 13 14 15 16 17
Clickable Event'®/  Allow Public View? |
Allow Members to Email Event? 25 18 19 20 21 22 23 24
o 26 25 26 27 28 29 30 1
C glegun‘eﬁ | Select Al re £ - s iy
e 2 B0 Calendar 2 2 3 4 5 6 7 8
i
b O archive
b [ Fitness
b O Goir
B J priv Home Featured Even
L ! Racquets -
1 13
External E\tem.F\yer‘
Event Thumbnail [ 1[5 S
Esave:ndcuminue ‘ ﬁsaveand(:luse

(Example of how the Event Summary field displays on the Event Detail View)

WINE NIGHT
Admin Bar:

4 Back 4 Prev Event Wine Night Next Event »

Print Sync Event Help for this Page 7

WINE NIGHT

Tuesday, October 0.4, 2016 7:00 PM - 10:00 PM

_0

[Enjoy 6 tastings with our guest Sommelier, Jordan Rice.]

11
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Event Status
e Published: if this is selected, the event will post immediately.

Add Event

J Step 1 - Event Detail

Event Title Wine Night

Event Summary |Enjoy 6 tastings with our guest

Sommelier, Jordan Rice.

Ewent Status | Published rf

Title Position Site Default ¥

e Unpublished is used to prepare the event for the calendar, but it is not visible to
members. This will only allow it to be viewed by Administrators.

Event Status | Unpublished v

e Hidden Registration: this posts the event, but the club will use the Event Manager to
capture attendees rather than members registering via the calendar.

Event Status | Hidden Registration ¥

Title Position: determines the location of the Event Title on the page. This may be placed above
or below the flyer.

Title Position Above Flyer ¥ Title Position | Below Flyer ¥

12
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Clickable Event: by default, this is always checked. This will allow members to click the
Event Title for more information on the event. This must be kept checked if the event is one
that a member may register for. Uses for a non-clickable event may be for a calendar
notification such as: Club Closed on Mondays.

Allow Public View: To make the event visible to the Public (rather than just the Private Member
side), click this option.

Allow Members to Email Event: To allow Members to send an email to the Event. When
checked, option will display for Members to email link to Event from Event detail view.

Title Position Site Default ¥

Clickable Event L Allow Public View?

Allow Members to Email Event?

Clopuise Select Al
- = B cor
Ly Golf Calendar
L || Goff Toumaments

Categories: Check the appropriate boxes/filters to designate where the event will distribute
through the website. For instance, if you're using a Golf Calendar under the golf section -
clicking the Golf Calendar filter will allow this to populate on the Golf Calendar. An Interest Area
must be chosen in order to save and continue. Check Select All option to place event in all
categories.

Clickable Event L4 Allow Public View? Clickable Event o4 Allow Public View?
Allow Members to Email Event? Allow Members to Email Event?
Categories L RedesignCnly-Tennis Cf a Caieg:-ries\* | cotact Al
B B3| ! redesignoniy-testing E &Y cox
—— by || Test Calendar Ly ¥ coif catendar
= a 5" Social & Dining Ly ¥ Goif Toumaments
Ly ¥ socimi 2 Dining Calendsa Ly ¥ ica caendar
= Tennis I'F L test
L. Tennis Calendar I
= ﬁ Upcoming Tourmnaments - -
4 » | 3

13
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Time and Date of the Event: Moving to the top right of the Event Detail screen, we can then
designate the time and date of the event.

Set Time: If applicable, designate whether the Event is an All day Event, or if it Has an End Time
(in addition to a start time).

For Events that have a specific Start Time (and End Time), designate the time(s) as follows.

Add Event
J Step 1 - Event Detail

o

Anday Event | [ Has End Tme> ¥

Start Time 00 PM o]

Event Titie |W;”E Night
E 5

ventsioss 8 sooam | 330AM | 400AM
THe Pestion 9 600AM | 6&30AM | 7:00AM
Cickbie vert® 4 F00AM | 930AM | 10:00AM
Alow Membersto Em{ 1200 PM | 12:30 PM | 1:00 PM
- 200PM | 330PM | 400PM
Categories [

; GOOPM | G:30PM

S.00PM | 930PM

EventSummary |Enjoy 6 tastings with our guest 7:00 P [o]
i Time Picker ke
1200AM | 1230 AM | 1:00AM

1:30 AM
£:30 AM

2:00 AM 230 AM

5:00 AM 5:30 AM

7:30 AM 8:00 AM 8:30 AM E
10:31 3 1100 AM | 11:30AM |5
1:30, 2:00 PM 230eM |3

0 PM 5:00 PM s30PMm [I0
7:30 PM 8:00 PM g30pPM JI7

10:00 PM | 10:30 PM

11.00PM | 11:30PM R4

40 25 2% z?za 30 1
M 2 3 4 5 6 7 8

[E}, Save and Continue

[ Save and Close

Add Event

J Step 1 - Event Detail |

Event Tite

Evant Summary L

[
E

Event Status

Title Posttion

Ciickable Event ¥

[Wine Night

All day Event || Has End Time? ¥

Enjoy 6 tastings with our guest
Sommelier, Jordan Rice.

StartTime | 7.00 PM jo]
10:30 PM o

Allow Members to Em,

Categories

End Time
Time Picker
1200 AM | 1230 AM | 1:00 AM 1:30AM | 2:00AM | 2:30AM
3:00 AM 3:30 AM £:00 AN 430 AM 5:00 AM 5:30 AM
6:00AM | 6:30AM | T:00AM | T:30AM | 8:00AM | 8:30AM
9:00AM | 2:30AM | 10:00 AM | 10:30AM | 11:00 AM | 11:20 AM
12200 PM | 12:30 PM 1:00 PM 1:30 PM 20 2:30 PM
3:00 PM 3:30PM | 4:00PM | 4:30PM szopmM |
6:00 PM 6:30PM | T:00PM | T:30PM 00PM | B30PM P
9:00 PM 9:30 PM 10:00 PM 1100 PM | 11:30 PM
BWT=s roandar T T 7 B S A

Set Date: Click on day of Calendar to specify date of the event. (Note: Use arrows next to Month
to navigate forward or backward.)

Allday Event | Has End Tme? &

StartTime | 7.00 PM [e]
10:30 PM ©

Clone this event to create a linked group of events -

End Time

@n

“ 4 | September 2016 [ » w

S M T W T

g | e

36 28 20 30 31 1

3% 18 19. 20 21

1 20 21 22_23 M
40 25 26 27 28 aq 1
8

A 2 3 4 5 6 7

8 29 30 3 2 3
4 5 6 7 8 89 10
38 11 12 13 M4 15 16 17

Next, click Save and Continue to continue setting up the event.

E Save and Continue

E Save and Close

14
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Step 2 - Additional Event Options/Registration

Once Save and Continue is selected, the following changes are noticeable:

1) New options are now available at the bottom of the screen to continue setting up the
event including: Edit Event Flyer, Add New (Event) Time, Save as New, and Save (was

previously Save and Continue).
2) A new feature, Clone this Event, is available on the current tab.

3) Anew tab, Registration is also now available.

Add Event [ =]
J Event Detail | Registration |
@u
Event Title i A o i
|W'”E Night Allday Event || Has End Time? ¥
Bvent Summary |Enioy 6 tastings with our guest Start Time 7-00 PM ©
Sommelier, Jordan Rice. .
End Time | 10:30 PM (o]
Event Status | Published i Clone this event to create a linked group of events L
Title Fosttion Site Default ¥
) f ELIE | September, 2016 L
Clickable Event™®  Allow Public View? L
Allow Members to Email Event? S M T W T F 5
T 6 23 29 30 31 7 3
Categones I'P'-'Fedes-;nDnar—Socia:&[A 36 28 29 30 3N ! 2 :'
: Bﬁi 'HE::IE;.gnCn.’y-_enns 37 - 3 6 7 8 9 0
L [ pedesignoniy-Tennis Cs 280117 12 13 M 15 e 17
& B Redesignoniy-testing 39 18 19 20 21 22 23 M
@ rest ¢ ; S R RS e
4 8 Test Caterica w0 25 26 27 28 0[] ¢
= B8 sociai & Dinin i = " i
= : 41 2 3 4 5 6 T 8
Ly ¥ sociala Dining Calenda
Bﬁi | Tennis -
4 3
Event Times
¥ 0/30/2016 7:00 PM-10:30 PM - Wine Might (Mo Registration) X /
@lEdi'lEveniFlyer @Add Mew Time Ehveasﬂew EISave I ESa\leandCbse

In this section, we will cover these additional details.
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Additional Event Options

Edit Event Flyer - Add a Flyer to Your Event

An Event Flyer is a great marketing opportunity for events. The Event Flyer is managed via the
Editor, which allows for flexibility and ease of use. Here you may add text and imagery to
enhance your marketing efforts for the event while offering detailed information on the event.

To add an Event Flyer to your Event, click Edit Event Flyer.

Add Event a8
j Event Detail ".. Registration "-,
a
@
Event Title ine Ni : ”
e [Wine Night Allday Event || Has End Time? ¥

EBuent Summary |Fnioy b tastings with our guest Start Time | 7.00 PM ©
Sommelier, Jordan Rice. e
End Tme | 10:30 PM (0]

Event Status Published v Clone this event o creste a linked group of events L
Title Position Site Default ¥

) 7 ) 44 September, 2016 LA
Ciickable Event!¥|  Allow Pubiic View?
Allow Members to Emsil Event? [ S M T W T 5
Cstagories L [T RedesignOniy-Sacial & [ = 3% 28 29 30 31 1 2 3
2 B0 rede 37 4 5 6 7 8 9 10
Lllr Oniy-Tennis Ce 38 11 12 13 14 15 16 17
B B8 redesignontytasting 38 18 19 20 21 22 23 24
b & Test Calendar a0 25 2 27 2 0[EY 0
= B2 social & Dining . o a5 5 7 s
L ¥ Social & Dining Calenda -
& BB tennis -
4 »
Event Times /
P 8/30/2016 7:00 PM-10:30 Pm-y/g—n [No Registration] %
| @EdﬂEveanlye( @AddNBwTime ESaveasNew | I.E'Save | ESaveandCInae
. . .
The Editor interface will launch.
Ed oale Chiome = m} X

@ old.grandkeyclub.com/A_Master/MET/AxisEditor/DialogContainerEditor.aspx?CH”

Fage Edit View Insert Format Tahle Tools Help

= = - | % B3 (|| Normal vH:lria\_.Heiv . v||1n’;pa v| B 7
=E=E @ E- G- F

(=}
=
4
&
4
i1
I
I|||||
]

/" Design | €» HTML D Preview
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Templates may be used (and are the easiest way) to create a flyer. To utilize a Template,

choose, Insert, Template, and then select your desired template Type.

View

Format Table Tools Help

*-—-’Ealmage me 'BIHA

= Table 1
3 External Video
@ Link »

Snippet b
(= Template ’ﬂ 1 Column
= Horizontal Rule 2 Column Left
A Page Break 2 Column Right
9T+ New Paragraph My Saved

Themed

e If you have an event flyer created in another offline source, such as a PDF or Word Doc,
simply save as a Jpeg and upload to the Image Explorer. Insert as an image from the

Image Explorer.

e Create your own message using plain text and imagery, just as you would throughout the

website.

Below is how the Event Flyer will appear in the Event Details for your membership.

«Back 4 Prev Event Wine Night Next Event »

Print Syne Event Help for this Page 7

‘WINE NIGHT

Tuesday, October o4, 2016 7:

JOIN US FOR WINE NIGHT!

17
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Add New Time - Create Multiple Seatings

For events that have multiple seatings or start times (such as an Easter Brunch that takes place

from 11am-2pm, but attendees must choose to show up at separate event times: 11am, Noon,

and 1pm for instance), use the Add New Time option to add additional event times to the event.

To add an additional time to the event, click Add New Time.

Add Event (=]
J Event Detail ', Registration '
[
Event Title = =
Wine Night All day Event L Has End Time? ¥
Bvent Summary |Enjgy 6 tastings with our guest Stat Time | 7.00 PM (o]
Sommelier, Jordan Rice. ) ;
End Time | 10:30 PM o
Event Sl Published b Clone this event to create a linked group of events L
Title Position Site Default ¥
“ 4 September, 2016 LS
Ciicksble Event®)  Alow Pubiic view? L
Allow Members to Email Event? | S M T W T F S
T 6 28 29 30 1 3
Categories L[] RedesignOnly-Social & [ 3% 28 29 30 31 1 2 3
ne B @ Redesignonty-Tannis itr 4 5 6 7T 8 9 10
L [ RedesignOniy-Tennis Ce 3 11 12 13 14 15 16 17
B @) RedesignOniytesting 32 18 19 20 21 22 23 M4
B eatc
1L test catenaar w0 25 26 27 2 o[
2 BRI social & Dining M 2 3 4 5 6 7 8
Social & Dining Calenda
| Tennis -
4 3
Event Times /
P ©/30/2018 7:00 PM-10:30 PM - Wine Night (No Reg\strationjy
(), Edit Event Flyer (4 Add New Time [, saveas New | 5] save | [ Save and Close

Then, click the Time Picker to select the additional time to be added. Click Add New Time once
the new time has been selected.

Add New Time o

@]«

12:00 AM
Time Picker

12:30 AM 1:00 Abd 1:30 AM 2:00 AM 230 AM
3:00 ¢ 3:30 AM 4:00 AM 4:30 AM 500 AN 530 AM
6:00 AN S.QCI AR T:00 AM T30 AM 8:00 AM B:30 AM
©:00 AN o 1000 AM 10:30 AM 1100 AM 11:30 AM
12:00 PR 19 1:00 PM 1:30 PM 2:00 BM 230 PM
3:00 PM 3:30°FM 4:00 PM 4:30 PM 5:00 PM 5:30 PM
600 PM 6:30 PM 7:00 PM 7:30 PM 8:00 PM u
2:00 Pl 2:30 P 10:00 PM | 10:30PM | 11:00 PM

4

(4 Add New Time $¢ cancel

18
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Save as New - Copy the Event

The Save as New option copies the original event but does not link the event, so changes in the
original event will not be changed if changes occur in the save as new event. This option is
useful when creating a new event that is similar to a previously established event.

@IEdi'tEventFiy\er ‘ @Addﬂewﬂme | ESaveasﬂew LE'S&?B ‘ BS&veandCbose

Save

The Save option saves the event at the current moment in time, and allows you to continue
editing the Event.

Edit Event Flyer Add New Time Save as New =l Save Save and Close
(5h (g B B

Clone This Event - Create a Recurring Event

The Clone This Event to Create a Linked Group of Events allows you to set up recurring events.
From here, you may add additional event days. All event information will be carried over to each
new event day. These are still Single Day Events where attendees must sign up for each event

individually.

First, click the Clone This Event to Create a Linked Group of Events.

J Event Detail  \ Registration
@
Event Title \ i
WineNight Al day Event Has End Time? ¥
Bvent Summary |Frioy 6 tastings with our guest Start Time 7:00 PM a
Sommelier, Jordan Rice. .
EndTime | 10:30 PM (O}
Eientstatug | Published ¥ Clone this event to create s finked group of events L I
Title Position Site Default ¥
v “o September, 2016 L
Clickable Event Allow Public View?
Allow Members to Email Event? g M T W T F g
) 16 28 0 2 3
Categories L L] RedesignOnty-Social & [ « S < S = ! < 3
= Bl redesignony-Tennis 37 4 5 6 T 8 9 10
Ly | -Tennis Cs 38 11 12 13 4 15 16 17
=B RedesignOnly-testing 39 18 19 20 21 22 23 24
b L Test Calendar w 25 2% 27 2 2|E]
= BB socis & Dining 41 5 = s = 3 -

Ly ¥ 5ocial & Din ng Calenda
=B Tennie -

13

19
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This will then launch the calendar picker. Click dates to add to the date interface. Once all

dates are added, click Save Event Dates.

Add Event Dates

LA Qctober, 2016 L. 1
S M I W T F S
40 25 26 27 28 29 30 1
41 2 3“ 5 6 T 8
10 11 12 13 14 15

17

Registration Tab

The Calendar allows for online registration for attendees. This works seamlessly alongside the
Event Manager, so that all event management can be done on your Clubessential website.
Online Registration is convenient and easy for members who can register at any time of day

without assistance from the Club.

Add Event

[ Event Detail ” REgIStI’ElICF\-‘."._

Event Times

Allow Online Registration

} 8/30/2016 7:00 PM-10:30 PM - Wine Night

IIEI Save Repistration Settings 38 cancel

20
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Note: for Recurring Events, this screen will have an additional option where you can specify
whether you would like to Edit This Event Only, or Edit All Event Dates.

Edit Event a

| Event Detail l Registration l

Event Times

Alow Onlne Regsiation
P 100472018 700 PM-10:00 PM - Wine Nght

e#&# More Dates and -

/M This event is part of a linked group of

s'rgl: day evenis. Would you ke to edil al
\ of the events that are part of this linked

group, or just this single event?

Edi Ths Event Only
Ed# All Event Dates L]

Once the Allow Online Registration option has been checked, the Registration Setup, Email

Notification, Custom Questions - Optional, and Event Options sections appear for editing.

Add Event a8
B
Event Detail Registration

K o
Registration Setup Event Times

Registration Position Site Default ¥ Allow Online Registratjon )
- ¥ 9/30/2018 7:00 0:30 PM - Wine Might
Max Mumber of People 0 e,
il -
Max Party Size 0 |. Event Options
Reservations Begin 0 |days| g |hours priorto event Enable Wai List (0]
Show Registered Member List to Members | |

Reservations End 0 |days| ([ |hourspriorto event Allow Prosy i_-l
Canceliation Cutoff 0 |days| ( |hours priorto event Default to Proxy U

; Allow Spouse |

Allow Registration After Event Starts? L Allow Children [«
Allow Party Size Change After Cutoff? || Allow Guests ]
Custom Confimation Page Edit Allow TBA (_

» Custom Questions — Optional

Email Notification
Emazil Address | & I ‘ ,

-

L%l Save Registration Settings #t cancal
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Registration Setup
The Registration Position changes where the Registration Button will be placed in the event
details. The button may be placed above the event flyer, below the event flyer, or both above and

below the event flyer. Use the drop down to choose between Above Flyer, Below Flyer, or Both.

Edit Event Edit Event

. Ewvent Detail T Registration | Ewent Detail ] Registration '
Registration Setup Registration Setup

Registration Position Above Flyer ¥ Registration Position Below Flyer ¥

Max Number of People sets how many registrations are available for the event. (example 100
total attendees).

Edit Event

| Event Detail Registration

Registration Setup

Ragistration Position [Site Default ¥

[I'.-‘.axr\lurnberan'e:pse | 50 A]

-

Max Party Size sets the max number of people allowed in a party registration (example: 5
people max per party).

Edit Event

| Event Detail Registration

Registration Setup

Registration Position Site Default ¥

Fs

Max Number of People 50

b
-
[MaxF‘aranlze | 2 v]
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Reservations Begins sets the day and the time that a person may sign up for an event.

Click the Date Picker to select a day.

Edit Event

_—
Event Detail Registration "\\

Registration Setup

Registration Postion Site Default ¥ o
Max Mumber of People 20 :
- /
Msax Party Size 2 |+
Reservations Begin 10/4/2016 7:00 Ph %‘{Ej
. “o October, 216 L

Reservations End

Cancellation Cutoff 5 M T 0
40 25 /
Allow Registration After E
41 2 7 8
10

Allow Party Size Change
42 9 14 15

‘Custom Confimation Pag

e 3 16 19 2 21 2
EvaNoincatin. B8 o3 01 25 26 27 2 ] -
Email Address 45 30 31 ] 2 3 4 3

» Form Integration

Click the Time Picker to select a time.

Edit Event

—
Event Detail Registration

Registration Setup Event Times

Registration Position Site Default * Allow Online Registration
- ¥ 10/4/2015 7:00 PM-10:00 P
Max Number of People 50 See More Dates and Time

-
7%
Mex Rarty Siee z2 |~ x AN\ This event is part of a links
. . [t e i | = single day events. Would 1
Reszarvations Bagin 10/4/2016 7:00 Ph If{al of the events that are part
Reservations End % ] Time Picker

12:00 AM | 12:30 AM | 1:00 AM 1:30 AM 2:00 AM 2:30 AM
3:00 AM 3:30 AM 400 AM 4:30 AM 5:00 AM 5:30 AM

Allow Registration AflerEY - e 00 AM | 6:30AM | T:00AM | T:30AM | S00AM | 830 AM
Allow Party Size Change

Cancellation Cutoff

G00AM | 930AM | 10:00 AM | 10:30 11:00 AM | 11:30 AM
Custom Confirmation Pag

1200 PM | 12:30 PM | 1:00 PM Z00PM | 230 PM
Email Notification | z.00pn | 2.30PM | 4:00 PM ‘4‘5 S:00PM | 5:30 PM
Email Address 6:00PM | 6:30 PM T:30PM | S:00PM | 830 PM

» Form Integration 9:00 PM 9:30 PM 10:00 P 10:30PM | 11:00 PM | 11:30 PM




C- Calendar & Event Manager

Reservations Ends sets the day and the time that reservations must be made by before

registration closes. Use the date and time picker options previously demonstrated to select

options.

Edit Event

Event Detail Registration

Registration Setup

Registration Position Site Default ¥
-

Max Number of People 50

Max Party Size 2

10 4

Reservations Begin 10/4/2016 7:00 Ph @ ﬁ
Reservations End | 10/4/2016 7:00 Ph IE f‘;L)‘ ]
Cancellation Cutoff 10/4/2016 7:00 Ph @ m

Allow Registration After Event Starts? |

Allow Party Size Change After Cutaff? =

Cancellation Cutoff: sets the day that cancellations may no longer made. This will also use the

date and time picker to select options Note: some clubs prefer to post a cancellation policy

rather than using this method.

Edit Event

S \
Event Detail Registration "-_\

Registration Setup

Registration Position Site Default ¥
e

Max Number of People a0

Max Party Size 2

4k A

Reservations Bagin 10/4/2016 700 Ph ’E m
Reszervations End 10/4/2016 7:00 PN @ II';DE

Cancellation Cutoff 10/4/2016 T:00 Ph @ m ]

Allow Registration After Event Stars? |

Allow Party Size Change After Cutoff? =
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Allow Registration After Event Starts: allows users to sign up while the event is occurring.

Edit Event

-\'.
Event Detail Registration

Registration Setup

Registration Position Site Default ¥
Max Mumber of People 50 :
. F
Max Party Size -
Resernations Bagin 10442008 700 Pl\, |:| a

Reservations End 104472016 700 Ph |:| @

Cancellation Cutoff 104420108 700 P[\, |:| a

I_Allnw Registration After Event Starts? -

Allow Party Size Change After Cutoff? ||

Allow Party Size Change After Cutoff: enables attendees to alter their party size at any time.

Edit Event

-\'.
Event Detail Registration '

Registration Setup

Registration Position Site Default ¥
Mazx Mumber of People 50 :
- FY
Max Party Size -
Reservations Begin 10/4/2016 700 ph E‘ Q

Reservations End 10/4,2016 700 Ph E‘ (Q

Cancellation Cutoff 10/4/2016 7:00 PA E‘ ty

Allpw Registration After Event Stans? =

I Allow Party Size Change After Cutoff? || I
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Custom Confirmation Page: allows for custom notification (simple message with text
pop-up) once the attendee registers.

First, click edit. Add the desired verbiage, and click save in the editor to update.

[ (<) i Editor - Google Chrome _ O x

SoR By | ® Oid'grarblub.com_.-";‘d._Master_.-"NET.-‘AxisEditr:r_;'[:-ialo-;sC-:wr-ts.inerEcIitor.aspr?CH

————
Event Detail Registration Page

i | -9/ - 4G
Registration Setup T \b v Jy v 25 =

Registration Position Site Default ¥
Msazx Mumber of People 50 :

-
Max Party Size 2 v

Reservations Bagin 10/4/2016 7:00 PN

Reservations End ,m o
Canceliation 10/4/2016 7:00 P, |
Allow Registration AfterEvent Starts? =

Allow Party Size Chsng\inr Cutoff? |

ICust:um Confirmation Page Eg_lt l |

View Insert Format Table Tools Help

(2] |Paragraph St... v|| Font Name v| | Real... v| B 7

|| Thank vou for registering! I

Email Notification \J

Email Address | | / Design | ¢»HTML G, Preview

Email Notification
The Email Notification Field must be populated to save and continue. This email will receive

notifications when attendees register, change registration, or cancel their registration.

Edit Event

-\.
Event Detail Registration

Registration Setup

Registration Position Site Default ¥

Max Number of People IT:

Max Party Size IT:

Reservations Begin lm E‘ t‘?
Reservations End m ERe)
Cancellation Cutoff lm IE‘ ﬁ

Allow Registration After Event Starts? |

Allow Party Size Change After Cutoff? |

Custom Confirmation Page Edit

Email Notification

Email Addrazs Social@GrandKeyClub.com &
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Custom Questions

The Custom Questions - Optional section allows for up to 5 custom questions that may be used

for specific needs for event. Examples include special seating arrangements, dietary

restrictions, etc. Questions may be designated as required by clicking the Question # Required

field, or can be optionally answered by leaving these fields blank.

Edit Event
-\.
[ Event Detail | Registration I"'.,
Email Addrass |Sucial@Granc!KE],.";lu|J.c om M

¥ Form Integration

w Custom Guestions — Optional

Question 1 List any special seating requirements:

Question 1 Required? :!-f'

Chiesion List any dietary restrictions if

applicable:

Question 2 Required? L

Question 3

Question 3 Required? L

Question 4

Question 4 Required? =

Cuestion 5

Question § Required? =
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Event Options

Additional parameters may be specified in the Event Options section.

Event Options

!Ena:'e Wait List

ES:‘::'.\' Registered Member List to Members
|.5-:-:J'-.\' Proxy

Default to Proxy

Allow Spouse

Allow Children

Allow Guests

Allow TBA

b

o

)

e Enable Wait List: if the event if full, this will allow members to be added to a wait list.

e The wait list must be manually managed via the Event Manager. Managing the wait list

will be covered in detail in the Event Manager section.

e Show Registered Member List to Members: allows members to see other members who

are attending.

e Allow Proxy: member make reservations for other people, but the original member

making the registration does not necessarily need to attend.

e Default to Proxy: every reservation made will be by proxy if this is enabled. Most

frequently used for children’s camps where the guardian is enrolling a child.

e Allow Spouse, Children, Guest: allows an attendee to register for others that may

include a spouse, child, or guest.

e Allow TBA: a member may hold a reservation without the club knowing who the other

attendee is.

Save Registration

Once complete, click Save Registration Settings to finalize the registration tab.
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Edit Event B

' Event Detail Registration

(71
Registration Setup Event Times
Registration Position Site Default ¥ Aliow Onling Registration [«
s » 10/4/2016 7:00 PM-10:00 PM - Wine N ght
Max Mumber of People 50 |« See More Dates and Time
FY
Max Party Size 2 - &This event is part of a linked group of

single day events. Would you like to edit all

Reservations Begin 10/4/2016 7:00 PN | [ ' of the events that are pari of this linked
group, or just this single event?

Reservations End 10/4/2016 700 Ph | [ (O Edit This Event Only

. e Edit All Event Dates (]
Cancellation Cutoff 10/4/2016 7:00 BPA Lﬁ '{E—)’
Allow Registration After Event Starts? L Event Options
Allow Party Size Change After Cutoff? = Ensable Wait List v
Custom Confirmation Page  Edit Show Registered Member List to Membears |

Allow Proxy

Email Notification

Default to Proxy =
Email Address |SociaI@GrancIKeyCIulJ.ccm Fiiy Allow Spouse [

Allow Chikdren I
Allow Guests o
w Custom Questions — Optional Allow TBA

Guesen. | List any special seating requirements: o
Question 1 Required? [« /

Dhiecii [ 1

» Form Integration

-

IIE' Save Registration Settings $¢ cancel

Step 3 - Final Event Details - Billing and Notification tabs

Once Save Registration Settings is selected, two new additional tabs appear.

1) Billing Tab: Used by Clients also using Clubessential’s Office Product. (Will not be
covered in this document - for more information, please refer to Unification - Events

found within the Clubessential Knowledge Base.)

2) Notification Tab: Used to create notifications for Events.

Notification Tab - Creating Notifications for Events
Notifications (in the form of email) may be added for attendees and administrators of the event,
so that when certain actions relative to the event occur (registration is received, registration is

updated, registration is cancelled, etc), an email notification is sent.
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Click the Notifications tab to access notifications.

There are two types of notifications (1) Default, and (2) Custom. Default Notifications are listed

on this tab, and contain standard language for use. When, enabled, these notifications will be

utilized without need for intervention.

Edit Event

b R
vent Detail istration % Billi
Event Detail '\ Registration Billing

Motifications

@, ¢
e

/ Enabled

Type Subject

Registration Received (Site Default) Reservation Confirmation _,-""r True
Registration Updated (Site Default) Reservation Updated H True
Registration Cancelled (Site Default) Reservation Cancelled True
Admin Registration Received (Site Default) Reservation: #HEVENTIDFEELFHRESERVATIONIDSEE True
Admin Registration Updated (Site Default) Reservation Updated: ZEVENTIDESEHRESERVATIOMNIDEE True
Admin Registration Cancelled (Site Default) Cancellation: #=HEVENTIDFEE-FHRESERVATIONIDEE True
Admin Wait List Registration Received (Site Default)  Wait List Reservation: 3EVENTIDMEERERESERVATIONIDEE True
}“ﬂt List Registration Received (Global Default) Wait List Reservation Confirmation True

event

prfication meszages have been auto created baszed on your aie defaull zeffingz. Ciick 3 mezezage fo cusfomize it specr'ﬁcaﬂ}' for thig

While customization of the default notifications is not required, Custom notifications may be

helpful, for they allow for additional registration or cancellation information to be included, and

also offer an opportunity to Cross Market other events.

There are four types of default notifications that may be customized:

Received
Changed
Cancelled
Wait List
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To customize a notification, click the type of notification to edit.

event

Open the click to edit to access the Editor.

Edit Event <]
|' Event Detail Y‘-.\ Registration Y‘-.\ Billing T MNotifications !
@.
Type o Subject Enabled
EHegistration Rece'ru? %Sﬁm Reservation Confirmation True
Registration Update ite Default) Reservation Updated True
Registration Cancelled ( Site Default) Reservation Cancelled True
Admin Registration Received (Site Default) Reservation: #FH#EVENTIDE-##RESERVATIONIDR True
Admin Registration Updated (Site Default) Reservation Updated. #EVENTIDE - HBRESERVATIOMNIDSR: True
2dmin Registration Cancelled (Site Default) Cancellation: Z=HEVENTIDFE-FRESERVATIONIDEE True
Admin Wait List Registration Received (Site Default)  Wait List Reservation: #sEVENTIDH-#FRESERVATIONID True
Wait List Registration Received (Global Default) Wait List Reservation Confirmaticn True

Notification meszages hawe been suto creafed bazed on your zite defaulf zettingz Click a mezzage fo customize it specifically for thiz

Edit Event

T " ; 4 ™= ( — N
Event Detail % Registration % Billing 1 Motifications

Motification Type Registration Received (Event Specific)

Enabled L

Message Subject |Re5ervation Confirmation é_"l

sl

Send From Nama |='=‘-#DEFAULTNUTIFICATIOP\' EMAILEZ
Send From Email |##DEFAULTNOTIFICATIOR EMAIL=#
HTML Version Dear #MEMMNAMER,
Thank you for registering for Z=HEVENTTITLESE
FHEVENTDATESR:

Have you alse heard about our Checolate Lover's Event in February 7

bomenl| +

Test Verzion Dear ##MEMNAME#Z, 18

A reservation for you has been made online. =)

Ilﬁl Update Notification | E Copy to all Linked Events ‘ @ Revert to Default 3¢ cancel
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Each Notification will open the Editor where the message may be customized using
snippets and text. Save in the editor once complete.

e e — O X
@ 0Id.grandnlb.com_.-".';'._l\,-'las:e-'.-"l‘xE‘-',.-»'-'\>--5E::I5t-:-".-"D:alc--;:'::)!‘t:-:r.e-'E.:Istc-r aspx?CHT=29&GID=BF+i tSoX'

Page’/éiit View Insert Format Table Tools Help

- Q- ¥ Gy '.3E| ||\|c:|'mai v| |;-'\ria|_. Helveti.. =
=R R R e Rl A

pe ~| B L U A-&-|iZ = E

[Thank you for registering for ##EVENTTITLE##.
HHEVENTDATE##

Have you also heard about our Chocolate Lover's Event in February?

/" Design | €2 HTML Q Preview

Last, click Create Notification (the first time) or Update Notification subsequent times) to save
in the Notifications tab.

Edit Event

Event Detail \ Registration Y Billing 1 MNotifications .'-.\

Motification Type Registration Received (Event Specific)

Enabled L]

Message Subject |Reseruation Confirmation 2

Send From Name |RDEFAULTNUTIFICATIDI\EMAI L=

Send From Email |f-‘f DEFAULTMNOTIFICATIONEMAILZE
HTML Version Dear #HMEMMNAMESE,

Thank you for registering for #EVENTTITLESE.
FHEVENTDATER:

Have you also heard about our Chocolate Lover's Event in February?

e ©)

Text Version

Dear##MEMNAME#.;/ ks
A T A ki A 1 b

[ [§] Update Notification l [ Copy to all Linked Events

(5}, Revert to Default ¢ cancel
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Step 4 - Save and Close Event

Once all information has been populated for the event, navigate to the Event Detail tab, and click

Save and Close.

@Ed'rtEventFiyer | @A{Id Mew Time | ES&H’EESNW ‘ .E m@hﬁandcmw

Event Manager

The Event Manager allows for management of events that members can register for. Here, you
may email event attendees, manage registrations and the wait list. Information on attendees

may also be exported for further management offline. The Event Manager allows for one point
of entry for all registrations, so there is no need to keep a separate book for registration details.

Only Admins may access the Event Manager by hovering over Admin in the left hand corner of

the screen > Event Manager.

ADMIN Rece mmunications e
Kh

CONTENT MGMT COMMURNICATION USER iPROFILES EVENT S /

SUrVeys 2 Book MEETING MANAGER
REDESIGN o FREE TRIAL

This will launch the Event Manager interface. The Event Manager provides a list of all upcoming
events.
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EVENT MANAGER

Fitters

Date Range | 9/27/2015 E o 11/26r2016 &

Event Title |:] Member Name, Email, or # ’j

Status [ ] Registration Alowed [Yes +|GroupingCode [ ¥

Categories All

Coumns (] status &) Grouping Code [ Registration Allowed W) Registration Numbers [ Type L] Categories

Refresh
1+ Click here to Perform Action(s) Custom Reports | Export Event Listing | Export All Guesits | Print | Help
Grouping

& L [ cisen | 1o | wowsJou -

) Poker Tournament 15 1 16 100 9/28/2016 7:00 PM-11:00 PM
| Moming Yoga Flow 0 0 0 20 10/3/2016 7:00 AM-8:30 AM
| Wine Night 0 0 0 50 10/4/2016 7:00 PM-10:00 PM
] Moming Yoga Flow 0 0 0 20 10/17/2016 7:00 AM-8:30 AM
(] Wine Night 0 0 0 50 10/18/2016 7:00 PM-10:00 PM
) Poker Tournament 0 0 0 100 10/26/2016 7:00 PM-11:00 PM
[} Wine Night 0 0 0 50 11/1/2016 7-:00 PM-10:00 PM
) Moming Yoga Flow 0 0 0 20 11/772016 7:00 AM-8:30 AM
() Moming Yoga Flow 0 0 0 20 11/14/2016 7:00 AM-8:30 AM
| Moming Yoga Flow 0 0 0 20 11/21/2016 7:00 AM-8:30 AM

Event Details

Event details allows action on each event and communication with registrants.

Click on the Event Title in the Event Manager to perform actions on a particular event.

r Click here to Perform Action(s) Custom Reports | Export Event Listing | Export All Guests | Print | Help

Grouping
Code Adults Children Total Allowed

@ 15 1 16 100 9/28/2016 7:00 PM-11:00 PM

This will launch the Event Details for that particular event.

EVENT DETAILS

« Event List Edit Event | Event Notifications | Miew Event | Email Registrants | Send Voice Message | Print
Event Poker Tournament

Date Wednesday, September 28, 2016 7:00 PM-11:00 PM

Maximum Allowed: 100 Total Booked: 16 Spaces Available: 84 View: | Active ﬂ
Current [ Active Reservations Ciick column headers to sort Show More Info L

Add Redqistration | Export Reservation Listing | Export Attendee Listing | Export Guests | Add Attendees to Group | View in Custom Report

Click here to Perform Action(s) Search by Name, Email, or Mem#' Search |
n_m Children | Reserved By
[ 3706435-2278929 Able, Matthew demo@clubessential.com Emily Latham 9/27/2016
Mem: MAII000 11:05 AM
[ 3706435-2278919 Adams, John demo@clubessential.com 2 0 Emily Latham 9/27/2016
Mem: WDI000045 11-03 AM

34



C- Calendar & Event Manager

The top toolbar offer various tools for interacting with the event:

Edit Event | Event Notifications | Mew Event | Email Beqistrants | Send Voice Message | Print

Edit Event: goes back to the calendar interface so event details may be edited.

Event Notifications: opens the Event Notifications to edit or add custom notifications.
Same interface that is used when first setting up the event and using the Notifications
Tab.

View Event: shows the event in the calendar

Email Registrants: allows direct communication with registrants via email.

Send Voice Message: this is an add-on service for an additional fee. This is mostly used
for cases of emergency.

Print: prints Event Details page

Registration Menu Bar: allows additions of registration by administrators. Admins may make
registrations for club members directly by using this tool.

Date

Maximum Allowed View: | Active v
Current / Active Reservations Ciick column headers

to sort Show Mare Info

Add Reaqistration | Export Reservation Listing | Export Attendee Listing | Export Guests | Add ﬁ.ii&!ﬂdl':,‘l?& 1o Group | View in '.3U£ililm Report

Click here to Perform Action(s) Search by Name, Email, or Mems# Search | |

Add Registration: register Member(s) for an Event

Export Reservation Listing: export the listing to a CSV file which shows: registrants,
attendees, and notes by registrant. One row for each registration received, listed by
registration owner.

Export Attendee Listing: export the listing to a CSV file which shows: each attendee on a
row. You may add which fields show on this export.

Export Guests: export the listing of Guests to a CSV file.

Add Attendees to Group: manually add attendees to the event.

View in Custom Report: launches the export interface, but allows you to choose fields to
export.

View: may choose which information is shown in the Event Manager for: active,
cancelled and Wait List.

Show More Info: displays notes entered by the member or the admin.

Click Here to Perform Actions: allows the admin to change the reservation. This is used
to move registrants from the wait list to active, or to cancel a reservation.

Search by Name, Email, or Mem#: search for existing reservations by Name, Email, or
Member number.
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Add Registration: Help Member(s) Register for an Event

In the event a Member calls in or stops by, and would like help registering for an Event, utilize the
Event Manager to help get them registered for the event.

First, scroll to find the appropriate event. Then, click on the Event to launch the Admin

Registration window.

EVENT MANAGER
Fitters
Date Rme| 9/28/2016 =l m| 11/27/2016 |
Event Title ;_Mwe Hight | Member Name, Email, or #
Status 'AH ¥ | Registration Allowed Yes ¥
Categories All
Columns Status [ Registration Alowed ¥ Registration Numbers L Type [ Categories
Refresh I
 Click here to Perform Actigafs) Custom Reports | Export Event Listing | Export A
[ ght 0 0 0 50 10/1372016 7:30 PM-11:00 PM
Movie Night 0 0 0 50 10/27/2016 8:00 PM-10:00 PM

Next, click Add Registration to launch the Registration screen.

Event IMovie Night
Date Thursday, October 13, 2016 7:30 PM-11:00 PM

Maximum Allowed: 50 Total Booked: 0 Spaces Available: 50
Current [ Active Reservati Ciick column headers to sort

| Add Reqi_strationl Export Reservation Listing | Export Attendee Listir

Begin by designating Party Size. For this example, let's assume the party size is two, and that

the member will be bringing their spouse.

Next, select Member(s) from the right side of the screen by double-clicking on them.

Add Registration a

Event  Movie Might Wax Alowed: 50

Date Thursday, October 13, 2016 7:30 PM Tatal Baake&jl' a
Spaces Available: 50
Max Party Siza: 2

Confirmation MNew Registr, w Search by Last Mame or Member #
Party Size EREa ‘ |Q‘|

1 IMy Famiy | My Buddies P il
[ Mame _ Child? Notify? | \_ABC
11111 -

|<tba> TIoTE. - ‘

Ryan Donnefy

Account, Test

- acct, test
User Comments | Admin Comments | Admin, Asron

Registration Owner Email

Table Number
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Click +spouse to indicate Member will be bringing their spouse. Note that Child, or Guest

could also be clicked to populate second attendee.

Add Registration

Event Movie MNight
Date Thursday, Octeber 13, 2016 7:30 PM

Confirmation Mew Registration
Party Size - - /

Name "¢ Child? Motify?
* Appleseed, John / 123458(0) |+spouse [|+child | +guests @
<tha=

Once attendees have been specified, populate additional fields, such as Registration Owner

Email and preferred Table Number if appropriate. If email address is already on file in Member's

profile, email will auto-populate.

Name

% Appleseed. John /12345810

* Appleseed, Bertha s 123455(1)

Child? Notify?

||

v

User Comments I Admin Comments I

Registration Owner Email

jappleseed @ce.com

Table Number

Once complete, click, Save Registration at the bottom of the screen.

i

| I.EI Save Registration

Registration will then appear in the Event details.

4 Close
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Managing the Wait List

The Wait List can easily be managed within the Event Manager. Once attendees cancel their
reservation and spaces are available, click the event title to view the Event Details. From here,
we can manage moving those on the Wait List to an active registration.

Click the dropdown on the View Interface, and change to Wait List. This will show all members
on the current Wait List.

View: | Wait List v
= : -
o Show Moare Info 2

Check the box next to the member’'s name.

Event Poker Tournament

Date Wednesday, September 28, 2016 7:00 PM-11:00 PM

Maximum Allowed: 100 Total Booked: 15 Spaces Available: 85 Wait List: 1 View: [Wait List_¥ |
Wait List Reservations ciick column headers to sort Show More Info UJ

Add Registration | Export Reservation Listing | Export Attendee Listing | Export Guests | Add Attendees to Group | View in Custom Report

* Click here to Perform Action(s) Search by Mame, Email, or Mem# I ) Search
I S S 7 g e
3706435-2278922 lvers, Kate kivers@clubessential. com Emily Latham 2772016
Wait List Mem: kkidoo 11:04 AM
= Toggle Scrollbars

Next, click the Click here to Perform Actions link > Make Selected Reservations Active. This
will then allow the member to be on the active registration list. Note: you will need to email the
wait listed attendee to notify that they are now on active reservation.

Add Reqgistration | Export Reservation Listing | Export Attendee Listing

Click here to Perform Action(s)

Make Selected Reservations Active _

# 3706435-2278922 lvers \Kate kivers@clubessential.com
Wait List Mem: kRidoo
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FAQs

Q: | need to create a recurring event, but the event | have created lists all days on the single

event.

A: You have probably created a Multi-Day Event by which attendees must attend to ALL event
days / times. Instead, create a Single Day Event and add information for the first event. Once
you save to continue, the Clone Linked Events option will appear where you may add additional

days for the event to occur on.

Best Practices

1. Using online registration and the Event Manager is an easy way to keep all reservation
information in one place. There is no need for offline management when using the
system in place on the website. It is also easy to communicate with attendees by using
the blast email system on the website.

2. If an event is a recurring event, remember to use the Single Day Event but make this a
Cloned Linked Group of Events. If the event is added as a Multi-Day Event, then the
attendee must go to ALL events.

3. Customizing notifications on events is a great place to add cross marketing. This also
allows for notifications to be customizable using Snippets or to add additional

information that attendees may need to know.
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