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Overview

When creating event registrations, you may want to require fields on the form to ensure
you’re capturing important member/guest information. In this document, learn how to require

fields.

Use Case(s)
Requiring form fields to ensure capturing vital data.
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Accessing the Tool

To begin, click on Settings.

Global Search

Next, click on Events.

Settings
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Then click, Manage Event Custom Fields.

Timelines

Manage Timeline ltems
Manage Timeline Types

Custom Fields & Page Layout

Associate Lead/Event Custom Fields

Associate Lead/Function Custom Fields

Manage Master Event Custom Fields

anage cven

Manage Master Event Page Lavout
IManaue Event Custom Fields
™ Fvent Page [ayout

'ou

Manage Function Custom Fields

Manage Function Page Layout

Imports

Import Event and Function Records

Import Function Financial Snapshots

Import Field Options
Import Event Types
Import Function Types

Requiring a Field

Click Edit next to the field you wish to require.

Actions Definition Label Field Type Details Locked Required Lifecyq
Edit Standard Actual Attendance Whole Mumber - [Range: 0 - 9999999 No Nao No
Edit Standard Attendance Whaole Mumber Mo Nao No
Edit Standard Billing Contact Contact No Yes No
Edit Standard Billing Notes Text Area Length: 0 - 256 Mo No Yes
Edit Standard Cancelled Comment Text Area Length: 0 - 512 No No Yeg
Edit Standard Cancelled Reason Simpie Option Mo No Yes
Edit Standard Date Actualized Date MM /ad vy Neo Mo No
Edit Standard Dafte Cancelled Date MM/ddyyyy Mo No \[+]
Edit Standard Date Closed Date MM/ddyyyy Mo Mo No
Edit Standard Date Definite Date IMM,ddfyyyy Mo MNo No
Edit Standard Date Event Order Date MMadiyyyy Mo No No

Standard Date Guaranteed Date MM/ddfyyyy Mo Mo No
Standard Date Inguired Dgte MM/dd/yyyy No No No
Edit Standard Date New Date MM/dd vy Mo No No
Edit Standard Date Propesed Dste MM ad vy No Mo No
Edit Standard Date Tentative Date MM/dd Ay No No No
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Check the box by Required and click Save.

& Settings

Edit Custom Field

Edit Custom Field

Field Type Whole Number Locked [
Label attendance ‘Reguired |
Help Text
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