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Manage Event Registrations

Updates

Cancelations
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Table/Team Assignment

Manage Event Invoicing



Event Communications

2.¢ GirowthZone

The Events Module provides a variety of ways to
manage your event attendees, starting with sending
invitations all the way through your post-event
reports. Templates have been designed to help you
easily communicate new events to your members,
resend emails, send reminders, etc.

GZ Knowledge Base:
Event Invitations & Other Communications

d/ New Registration



https://helpdesk.growthzone.com/kb/article/243-event-invitations-other-communications/

Managing Registrations/Attendees %¢ GrrowthZone

Technically, an event registration consists of attendee information and
financial information related to the registration.

GZ Knowledge Base: Working with Event Registrations

. Prom for Parents [Approved]

Reg.id =  Name Organization Event Status nvoice # Registration Type Addnional ttems Actions
‘ Prom for Parents [Approved]

- |
Billing Name Invoice ¢ Discounts nvoice Tota wvoice Balance Actions

k3 "



https://helpdesk.growthzone.com/kb/section/195/

Table/Team Management %€ GrrowthZone

If your event has been set up with a table/team registration type, you can
easily assign attendees to tables or teams

GZ Knowledge Base: Table/Team Management

Table/Team Management

© Add a Table/Team
Unassigned Attendees Tables / Teams
sort by Attendee Name | Company Name | Reg Type | Regld Regld i N
Fred Quinn (Golf Foursome) 4 of 4 4
Jana hanson | | Golf Registration (Members) 3238645
Fred Quinn | GV Insurance | Golf Foursome 3238663
Carra Lange | A Place for Dogs | Golf Registration (Members) 3238659
Reserved Attendee 2 | GV Insurance | Golf Foursome 3238663
Grant Wilson | | Golf Registration (Non Members) 3238666
Reserved Attendee 3 | GV Insurance | Golf Foursome 3238663
Laura Wilson | | Golf Registration (Non Members) 3238666
Reserved Attendee 4 | GV Insurance | Golf Foursome 3238663
Keira Grant | | Golf Registration (Members) 3238668
Henry Floral (Golf Foursome) 4 of 4 ke
Carol Bennett | Carol's Realty | Golf Registration (Members) 3238668
Reserved Attendee 2 | Floral Shop | Golf Foursome 3238670
Harry Lanson | A Place for Dogs | Golf Registration (Members) 3238672
Reserved Attendee 3 | Floral Shop | Golf Foursome 3238670
Reserved Attendee 4 | Floral Shop | Golf Foursome 3238670
Henry Floral | Floral Shop | Golf Foursome 3238670



https://helpdesk.growthzone.com/kb/article/1635-table-team-management/

Matching Registrants to Contacts %¢ GrrowthZone

Between the Additional Items and the Actions columns there is an unnamed
column that may contain an icon for some registrants. If there IS an icon, it
means something about the registration doesn't match the data in the system.
GZ Knowledge Base: Matching Registrants to Contacts

m Attendees Attendee Purchases Attendee Setup Sponsor Setup m
[._- ear Al ]

Reg. Id Name Organization Event Status Invoice # Registration Type Additional ltems Actions

983041 jack sprat Registeredw 174 Table of 8--do not reserve for al - Actionsw
588038 Sam Donaldson Registeredw 173 table of 8-reserve al £3 Actionsw
588038 My _Friend Registeredw 173 table of 8-reserve al £3 Actionsw
59345449 Clara Naples CN Consulting Registeredw 171 Single Person 2 A Actionsw



https://helpdesk.growthzone.com/kb/article/1634-matching-registrants-to-contacts/

Cancelling a Registration %¢ GirowthZone

You can cancel a registration from the Attendees tab. NOTE: If an invoice has
been created, or payment has been received, you will want to follow your
business processes for writing off/refunding payment.

GZ Knowledge Base: Cancel an Event Registration

< Attendees Attendee Purchases m Attendee Setup Sponsor Setup Ex| r Setup Sessions/Breakouts m >
Registered or Attended v | | Customize Results Attendee Status: Registered Attended X E
|

Result Count: 4 [Clear All]
Reg. Id First Name Last Name Organization Event Status 3 Ref # Registration Type Table/Team Name Additional Items Actions
4160186 Shawn Ashmore March Ltd, LLC Registeredw 327 Team of Four Aaron's Team Actionsv Attendee Setup SPOHSOI' Setup Exhibitor Setup Sessions/Breakouts m >
4160186 Shelli March March Ltd, LLC Registeredw 327 Team of Four A . n Actionsw
Attendee Status: Registered Attended X Bm
I 4164567 Alexander Wizard Wizard's Supply Co- Deerwood Registeredw 328 am of Four Alexander Wizard | Actionsv']
i i atus Ref # Registration Type 4 Table/Team Name % Additional Items Actions
4164567 Bill Wizard Wizard's Supply Co Registered 328 Team of Four Alexander Wizard Cancel Regls"a"on 9 YE)

@ Update Registration
[# Edit Attendee

cel Registration

Cancel Registration

bred~ 327 Team of Four Aaron's Team [ Action: I
‘x

= View Sessions redv 327 n of [(jr Aardv s i’eam .
& Resend Confirmation n p a | nvo | Ce @ Update Registration | Registration
X redv 328 Team of Four Alexander Wizard 7 Edit Attendee
% Resend/Send ltinerary =
. View Sessions
B Print Badge redv 328 Team of Four Alexander Wizard 8

HX Enter Check

== Enter Credit Card
&la Create Write Off

% Resend Confirmation

% Resend/Send Itinerary
B Print Badge



https://helpdesk.growthzone.com/kb/article/1636-cancel-an-event-registration/

Managing the Event Waiting List

4 GrowthZone

If you have enabled Allow Waiting List, on the Attendee tab, you will be able
to view who is on the waiting list, register people on the waiting list, and

remove people from the waiting list.
GZ Knowledge Base: Managing the Waiting List

@ 2019 Rodeo & Barbecue [Approved]

Additional items

[# Edit Attendee
B Print Ba

tttttt

Remove from Waiting Iislw

dge



https://helpdesk.growthzone.com/kb/article/1639-manage-waiting-list/

Event Payments & Invoices

2.« GrrowthZone

The Attendee Purchases tab will contain important information about the
event-related purchases made by the attendee. From here you can

download/email invoices, and accept payments.
GZ Knowledge Base: Accept Payments

@ 2019 Rodeo & Barbecue [Approved]

.............

Billing Name

Connie Johnson

Kim Utesch

= jen e e n n = n n
=] o ko e ) o = e e
= o = o IS = ln =) len

Customize Results...

§20.00
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§20.00

$30.00
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cccccc
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cccccc

CCCCCC

$133.62

$60.00

$105.00

$40.00

$195.00

$60.00

. Actions

Actions=

Actions=

Actions=

Actions=



https://helpdesk.growthzone.com/kb/article/1860-accept-payments/

2.« GrowthZone

Download Badges

You can easily download badges for your event, and a variety of Avery Style
templates are available

GZ Knowledge Base: Download Name Badges

Edit Event Attendee Badges Print (5 x|
File Format Document Generation Template Show Tenant Logo
‘ Pdf - ‘ — Select a Document Generation Tem| ¥
Print Non Exhibitors Only Print Exhibitors Only Show "Exhibitors" on
v v Exhibitor Badges
Sort Order

First name

Cancel Done



https://helpdesk.growthzone.com/kb/article/1642-download-name-badges-all-attendees/

Managing Attendance %¢ GirowthZone

Select Download Attendees from the )
orange Actions button in the top right corner of (A regtaton

the Attendees tab.
This spreadsheet will also provide you with details of

custom fields, and additional purchases
GZ Knowledge Base: Check-in Roster



https://helpdesk.growthzone.com/kb/article/1644-check-in-roster/

Checking in Attendees %¢GirowthZone

You may check-in your attendees in several ways:

* GZKnowledge Base: From the Guest List

e GZ Knowledge Base: From the Actions on the Attendees Tab
e GZ Knowledge Base: Using the Staff App



https://helpdesk.growthzone.com/kb/article/1645-check-in-one-attendee-at-a-time/
https://helpdesk.growthzone.com/kb/article/1646-check-in-many-attendees-at-once/
https://helpdesk.growthzone.com/kb/article/873-scanning-qr-codes-for-event-check-in/

Checking in Attendees

2.« GrrowthZone

Using the Staff App to Check-in Event
Attendees

e GZKnowledge Base: Using the
Staff App

Events

This Week Events

Winter Festival
Dec 08:00 AM to 05:00 PM

Event Details

GENERAL INFORMATION
End Time

Location
Not Set

Check-in

ATTENDEES (4) Y “"BR

(O] Aiden Breen

(0] Alison Wilson

[JJ Frank Jones



https://helpdesk.growthzone.com/kb/article/873-scanning-qr-codes-for-event-check-in/

Checking in Attendees %¢GirowthZone

Using the Staff App to Check-in Event Attendees

GENERAL INFORMATION
Not Set
Check-in
Check-In Allison Wilson
« Registration Type ATTENDEES (4) Y

« Date of Registration : 12/31/2018

() Aiden Breen
« ltems Purchased : None -

Check-in

& Amson wilson

() Frank Jones

((] Josee Hankson




Event Reports %¢ GirowthZone

The system provides three event-related reports:
" Event Attendees Report (Available in Reports module only)

= Event Activity Report (Reports module as well from the orange Actions button in both
the Attendees and Attendee Purchases tab)

= Event Discount Use Report (Reports module as well from the orange Actions button
in both the Attendees and Attendee Purchases tab)

GZ Knowledge Base: Event Reporting



https://helpdesk.growthzone.com/kb/section/150/
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Training and Support %¢ GirowthZone

Customer Service Hours:
Monday-Friday: 8am to 5pm (Central)
GZSupport@growthzone.com
800.825.9171, Option 4, then Option 2

Online Support Documentation:
GrowthZone Knowledge Base»

Training Calendar:
View Training Event Calendar »

Live Chat:
GrowthZone Support Portal (chat on far right) »

17


mailto:gzsupport@growthzone.com
https://helpdesk.growthzone.com/home/
http://growthzone.growthzoneapp.com/growthzonetraining
https://helpdesk.growthzone.com/home/

