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GrowthZone Event Management

Create and manage every aspect of an event from within the
Events module
* Setup your event page
* Member & non-member pricing
Publications, Invitations and other communication
Registration and Check-in
Invoicing and Payments
Reporting
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-vent Defaults

€  Setup

Event Settings

Payment

SAVE

Invoice Line Item Description Option

Event name and attendee name and registration type v

Confirmation HTML for Event Attendee Registration

B I U £ X X A-Ti- & ©

¢ =B B8 & kP

Confirmation HTML for Event Sponsor Registration

B I U & xx X A-Ti- & ©

® B =B a x

Default Contact For Event Approval Tasks

Jared Kincaid

Default Calendar

Main Calendar -

Display Registration Descriptions by Default
Enable Individual Custom Fields on Registration Form

Display Associated Individuals Upon Email Match

Charge No Show Fee on Subsequent Registration

The Event Settings options
allow you to configure the
defaults to be used for your
events.

KB: Event Defaults
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New%20Folderhttps:/helpdesk.growthzone.com/kb/article/1574-event-settings-defaults

~vent Calendars

To display your events, you will need to setup your

calendars.
KB: Calendars

Events
List View Month View Calendars Tasks
Name Description
Main Calendar Main Calendar
Senior Council Events Senior Council Events
Book Sale Fundraising Calendar Calendar specific to the annual Book Sale Fundraiser
Training A calendar for training

Group Name

SENIOR COUNCIL

Is Active

Yes

Yes

Yes

Yes

ADD NEW EVENT

ADD

Actions

X X X X
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https://helpdesk.growthzone.com/kb/article/1576-calendars/

Copy an Existing Event

If you run the same
events regularly, you can
copy an existing event
and save yourself some
setup time. You can
determine key setup
items you would like to
copy, such as Attendee
Setup, Tasks, Files, etc.

KB: Copy an Event

Add Copy Existing Event
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https://helpdesk.growthzone.com/kb/article/233-copy-an-existing-event/

Setup a Recurring

Event Series

Series Name *
[ soard Meeing seris |
Series Descri ption
4
eeeeeeeeeeeeeeee Series End Date o
//////// ® 024 } ‘ onthly v
Rel y
On the Day of The Week ry n months
‘ FFFFF v } { Wednesday v ‘ I

—vent

If your association has an event
which occurs on a regular basis,
save time by setting it up as a
recurring event

KB: Set up a Recurring Event
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https://helpdesk.growthzone.com/kb/article/234-setup-a-recurring-event-series/

Add a New Event

You may add a hew event by
clicking the Quick Add button e e
in the header bar, or by
clicking the Add New

Event button in the Events :
module. Q- ="

Create New Create from Existing

KB: Add a New Event
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https://helpdesk.growthzone.com/kb/article/232-add-a-new-event/

View

—vents

You may view your events by selecting Events in the

Navigation
the Search

event will open the event.

Panel OR you may type the event name in
0ox In the header bar. Clicking on the name of the

Events
List View Month View Calendars Tasks I
(1]
Search.. Q & N’ X Future Events
Name Organized By Start Date Recurring Registered Attendees Registration Fees Sponsors Registration
Monica's Bonfire Party 8/25/2023 Yes 0 $0.00 0 Register
Monica's Bonfire Party 9/1/2023 Yes 0 $0.00 0 Register <
® Monica's Camping Adventure Ivy Archive 9/2/2023 Yes 0 $0.00 0 Register i
® Test Labor Day Event Jared Kincaid 9/4/2023 Yes 0 $0.00 0 Register E
® Board Meeting Jared Kincaid 9/6/2023 Yes 0 $0.00 0 Register =
Monica's Bonfire Party 9/8/2023 Yes 0 $0.00 0 Register
® Golf Tournament Sept 2023 Jared Kincaid 9/9/2023 No 0 $0.00 0 Register
Monica's Bonfire Party 9/15/2023 Yes 0 $0.00 0 Register
® Golf and Learn Expo September 2023 Shelly Wizard 9/16/2023 No 19 $375.00 0 Register
Manicate Danfica Do Q1727092 o cnon o D

Lic
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Event details may be added or changed on the Event's
Overview Tab.

KB: Edit Event

Detaills

-vent Details

& @ Golf and Learn Expo September 2023

i bl

< Overview Attendees Attendee Purchases Sponsors Exhibitors Attendee Setup Sponsor Setup Exhibitor Setup Sessions/Bre >
[ Goals 4
ATTENDEES ATTENDEE REVENUE SPONSORS EXHIBITORS EXHIBITOR REVENUE
ADD ATTENDEE ADD ATTENDEE ADD SPONSOR ADD SPONSOR ADD EXHIBITOR
o
K]
x
°
0; g
Registrations ® 3 General Information 7 B
Name Registered Attended Total Paid/Free Unpaid Name Golf and Learn Expo September 2023
Status Approved
Comp Ticket 1 0 $0.00 1 0
Publish Date 7/28/2022
e Continuing Education, Sports and Recreation,
Exhibitor Staff 5 0 $25.00 0 5 Category No Shov% Fee - $10, No Show Fee - $15, Test
Type 1, Test Type 2
New Single Regtype 1 0 $25.00 1 0 Calendar Main Calendar
Created By Shelly Satre
Single Attendee (Afternoon Golf) 6 1 $200.00 4 2
Created Date 7/28/2022 12:49 PM
i i Total
Single Attendee (Morning Golf) 2 1 $0.00 2 0 - 5 i

¥)

GrowthZone
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https://helpdesk.growthzone.com/kb/article/235-event-details-the-overview-tab/

Registration Options

Your event registration
form, fees, discounts, and
SO oN, are setup on an
Event's Attendee Setup
tab

& @v Golf and Learn Expo September 2023

£ Overview Attendees

Registration Link®

Public Registration Url

Overall Registration Options
Enable Registration

Registration Start Date

Registration End Date

Max Attendees

Allow Invoicing

SHOW MORE

Registration Types

Name

Single Attendee (Morning Golf)

Attendee Purchases Sponsors Exhibitors

7
Yes

7/28/2022 12:00 AM

Attendee Setup

https://thearchive.growthzoneapp.com/ap/Events/Register/yr46BdAP ¢

Registration Form Settings
Display Address

Require Address

Display Phone Number

Require Phone Number

Require Additional Attendees Email

SHOW MORE

ilable to Non-Members

Price il toM

$25.00 Yes

Sponsor Setup

- il

Exhibitor Setup Sessions/Bre >

0.
=
]
-
°
@
]
=

Registration Limit Registered

KB: Reqistration Options

GrowthZone
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https://helpdesk.growthzone.com/kb/article/1597-overall-registration-options/

Registration Options

Overall Registration Options

You can configure: your registration
open/end dates, maximum attendees,
visibility, and so on under the Overall
Registration Options.

KB: Setup Overall Reqistration Options
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https://helpdesk.growthzone.com/kb/article/1597-overall-registration-options/

Registration Form

By default, the registration
form for an event will require
name and email address. You
may configure any additional
flelds you wish to require on
the registration form

KB: Reqgistration Form Settings

Registration Form Settings

Options

DDispIay Address

DRequire Address

Display Phone Number

Require Phone Number

D Require Additional Attendees Email
D Display Common Name
DRequire Company

[:]Require Title

[:]Allow Registration Without Session Selection

Additional Attendees Term @

|
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https://helpdesk.growthzone.com/kb/article/237-configure-your-registration-form-settings/

—vent Registration Fees

The registration fees for your event are configured in
the Registration Types section of the Attendee Setup tab.

KB: Event Fees-Reqistration

Registration Types

Name

Single Attendee (Morning Golf)

Single Attendee (Afternoon Golf)

Comp Ticket

$25.00

$25.00

$0.00

Available to Members

— ACTIONS ~

Available to Non-Members

No

No

No

Registrat

3

0

0

Add Free Registration Type
Add Simple Paid Registration Type 'J\}j
Add Table/Team Registration Type
Add Advance d Type

6

1
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https://helpdesk.growthzone.com/kb/article/239-setup-your-event-registration-fees/

-vent Fees—Discounts

Any event may have special discounts (based on early registration,

promo code, or membership type, or volume) available and applied to
all or selected fees.

KB: Event Fees-Discounts

Registration Discounts

Applies To Reg. Type

12/31/2022 Single Attendee (Afternc

ACTIONS ~

Add Early Registration Discount T
Add Promo Code Discount

Add Discount for Membership Type
Add Volume Discount

Add Early Discount

Name*

Available Starting On*  Ends On*

g] |

Applies To (Registration Type) Total Available

v| |o

Global Name Promo Code
No Afternoon Golf Early Bird
ing Go
x Add Promotion Code Discount
4 free| yumes
)
Avallable Starting On Ends On Promotion Code *
‘v ) 0]
st & age "
|
Limit Per Purchase Applies To (Registration Type) Total Available
lo -
— i “ [] can Be Used with Other Promotional Code Discounts
Asvances optors [ [

Add Membership Type Discount x Add Volume Discount
Name* _Nime'
i
Available Starting On Ends On Membership Type* Discount Type * Available Starting On Ends On
) tF
Pri
Applies To (Registration Type)*  Total Avallable
Applies To (Registration Type)  Total Available Limit Per Purchase =
<] [ o \
Total Available Per Membership
Agvanced options [ | cancel | “



https://helpdesk.growthzone.com/kb/article/240-set-up-discounts-for-your-event/

If you wish to sell additional items
during the event registration
process these items may be
added in the Additional

Iltems section on the Attendee

Setup tab

KB: Event Fees- Additional Iltems

-vent Fees—Additional I[tems

Additional Event Item

IIIIIIII
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https://helpdesk.growthzone.com/kb/article/241-add-additional-items-for-sale-during-event-registration/

—vent Custom Fields

You can easily create custom fields to add to the Event
Registration form. For Example, if you are offering meal choices

for your annual banquet, you can gather this information from
registrants via custom fields.

KB: Event Custom Fields

Custom Field @

Object Typ Display Name Typ g ype ( y)

Event Registration Handicap Integer No Single Attendee (Morning Golf), Single Attendee (Afternoon Golf)

Event Registration HoleCh Dropdown No Single Attendee (Morning Golf), Single Attendee (Afternoon Golf)

Individuals Food Sensitivities - Golf Dropdown with Fill-in No

Individuals Meal Considerations Dropdown with Fill-in No

Individual License T No

%.¢GrowthZone
smarter as tion software



https://helpdesk.growthzone.com/kb/article/238-add-custom-fields-to-event-registration-form/

Registration Messages

On the Event Attendee Setup page, you can customize the

iInstructions displayed on your registration page and the
confirmation email displayed in the browser after event
registration is completed.

KB: Reqistration Messages

Instructions and Confirmation Messaging

Event Registration Instructions

Event Confirmation Message

Thank you for registering for Golf and Learn Expo.

2.« GrowthZone



https://helpdesk.growthzone.com/kb/article/2325-customize-registration-instructions-and-confirmation-messages/
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