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Events Module

@chaml:%(ermaster
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Create Invitations
WIKI: Send Invitations

Add Invitees

b Create a new person or company entry

» Add invitees/registrants from a past

event
» Add sponsors from a past event
Invitations @
. Add Members
Declined: 8

+ Add members by membership status

view/resend
manage list

No Response: 47

+ Add members by membership type

+ Add members by directory category

+ Add members by name
» Add members by zip/postal code

Add Representatives:

» Add representatives by type/status

» Add representatives by mem class

Create Invitations

» Add representatives by group

+ Add representatives by member

+ Add representatives by name
» Add representatives by zip/postal code

Add Invitations for Ye Old BBQ

Invitations

Type Company Invitee

Add invitations using the links to the left.


http://supportwiki.chambermaster.com/Events#Send_Invitations
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Managing Attendees
WIKI: Manage Invitee List

Click Here for an Overview of Working with the Guest List

ﬂ 9 ﬁ Need help? @ Status: | Show All v | Paid: | Show All Ml More Options | Clear Filters
Guest List per page 1« <« 1-420f 42 »> »i
=) Reg ID Attendee Company = Fee Amount  Reference Status Reg Date Online Attendee Comments  Registration Comments
g N =lls 27 Additional Attendee Gothams 52 Registered 4/26/2018
O P ells] 27 Additional Attendee Gothams 52 Registered 4/26/2018
g MN=lls] 27 Additional Attendee Gothams 52 Registered 4/26/2018
O Nells 27 Additional Attendee Gothams 52 Registered 4/26/2018
O PN =l[ls 28 Additional Attendee (S) ABC Construction Ch‘QFDNSUXSj'" Canceled 2/1/2018
Invoice # 50
g N e a 3 Additional Attendee Bill's Knife Sharpening Canceled 2/1/2018
0 r it ill's Kni i
— 2 e B 3 Additional Attendee Bill's Knife Sharpening Canceled 2/1/2018



http://supportwiki.chambermaster.com/Events#Manage_Invitee_List
https://www.screencast.com/t/TqKUDlaNfSAe
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Cancel Registration
= Click the Edit Registration icon

Edit Registration

Registration Information

= Change Status to Cancelled s

[ Registered ¥,

Invitation Declined
Registered
Canceled

WIKI: Cancel Registration

Sponsor Only - Not Attending L

Attendee Information Choose one Pricing Details Total
* Guesthist Joanna Parks Golf Team of 4 - 400.00 L[| %
9 ﬁ Need help? @ Statug | Roxie's Rascals
Gueq joanna@mailinator.com
O s Attendees Attendee Company Fee Amount = Referel per ] { e ShE 2%
L Additional Attendee Gothams 52 Regisiered 7267018
G 27 Additional Attendee Gothams 52 Registered 4/26/2018
' (e 27 Additional Attendee Gothams 52 Registered 4/26/2018
' G 27 Additional Attendee Gothams 52 Registered 4/26/2018
L G 28 Additional Attendee (S) ABC Construction ﬁ:ﬁgggi%xs] Canceled 2/1/2018
U 2 Bl n 3 Additional Attendee Bill's Knife Sharpening Canceled 2/1/2018
= 4 | G n 3 Additional Attendee Bill's Knife Sharpening Canceled 2/1/2018



http://supportwiki.chambermaster.com/Events#Cancelling_an_Event_Registration
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Change Attendee information
= Click the Edit Attendee Icon -

Edit an Attendee

* Required fields are not enforced for staff

(] Show Mailing Address

First Name: *

Last Name: *

Additional

| | Attendee

Company Name:

Roxie’s Rascals

Comments:

» QGuest List

G

G

G

G

27

27

27

28

cf,ﬂ31
B 3

Need help? @

Attendees

Additional Attendee
Additional Attendee
Additional Attendee
Additional Attendee
Additional Attendee
Additional Attendee

Additional Attendee

Attendee Company = Fee Amount

Gothams
Gothams
Gothams
Gothams
(S) ABC Construction
Bill's Knife Sharpening

Bill's Knife Sharpening

Record Association

This record is associated with Roxie's Rascals. @

Break Member Link = Select Existing ~

Create Record ~

Registered by: Training Training (Company Name)

Email: *

Phone:

Cancel Save & Close
52 Registered 4/26/2018
52 Registered 4/26/2018
52 Registered 4/26/2018
52 Registered 4/26/2018
e-CTORSIXS)- (3] canceled 2/1/2018

Canceled 2/1/2018

Canceled 2/1/2018




_ . @ chambermaster
Working with Sponsors ®memberzone

You can add sponsors through the database, or sponsors are added

automatically when a registrant selects a registration fee that you have
designed to automatically add as a sponsor

WIKI: Working with Sponsors

Q Sponsor Web Display Options

Click the Sponsor name in the List of Sponsors above to edit the Sponsor Web Display Options.
Image Type Image Size Action

Sponsor Logo @

. A
Logo Link URL: & Use Member Website
Logo Placement: | Do Not Display

Sponsorship Level: Al Edit Sponsorship Levels

Logo Sort Order: |1 (first) ¥



http://supportwiki.chambermaster.com/Events#Working_with_Event_Sponsors
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Events Reports & Labels ®memberzone

Within the Events module, reports, )

Attendee Reports

labels, and downloads are available at GuestListbyattendee
. Check—!n Roster by attendee . .
the bottom of a number of the lists Checkin Rostergroup by registratr
Advanced Reporting (e.g. Tent cards, Name tags)

which may give the desired options right Name Tags

Style 1
t h e re size:2-1/3" x 3-3/8"
¢ logo: optional
Style 2

WIKI: Reports & Labels _ ogscpna
, tyle
size: multiple
logo: not available

Other custom choices

Discount Use

Promo Code
Membership Type
Promo Code and Membership Type Combo



http://supportwiki.chambermaster.com/Events#Reports_and_Labels
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Event Invoicing S mamberond

If you have allowed for invoicing
Of event regIStrationS’ you Can Calendar | General Fees @ Sponsors  Advanced GuestList | Account  Files | Tasks
easily create and deliver invoices  y.oueso

6 Registration(s) have been marked for invoicing but have not been invoiced yet.

directly from the Event Account
Ta b Q General Summary

Events

Ye Old BBQ © Attendance Goal ||
6 of 100
Sl Sponsors Goal [J]
Total Event Fees (includes No Charge registrations) 10290.00 10 of 100
R Total Cancelled Fees 2040.00 Total Revenue Goal _
W I K I . C rea te E ven t I nvoices & Total Income Billed (Tax not incllided) 6730.00 $10,290.00 of $2,500.00 (Goal Exceeded!)
* Total Income Paid (Tax not included) 3690.00  Sponsorship Revenue Goal || NG
. Total Registrations 13 $9,160.00 of $5,000.00 (Goal Exceeded!)
S a | e S R e C e I pt S Total Registered Guests 24 Sponsorship Fee ltems
g Actual Attendance 6 Ye OI' Barbecue Sponsor

(with Dinner for 2) 9 of 0 (Goal Exceeded!)
Charge by Payment Type (Tax included)

No Charge 0.00

Credit Card 2125.00


http://supportwiki.chambermaster.com/Events#Create_Event_Invoices_and_Sales_Receipts




