
MANAGING EVENTS



Overview of Event Setup



Event Defaults

Configure defaults to be used 
for events

• Save time when creating 
events

• Can be overridden on event-
by-event basis

Default Contact For Event 
Approval Tasks
Registration custom fields
No Show Fees

https://helpdesk.growthzone.com/kb/article/1574-event-settings-defaults/
https://helpdesk.growthzone.com/kb/article/1609-create-custom-fields-specific-to-an-individual-registration-type/
https://helpdesk.growthzone.com/kb/article/1575-set-up-no-show-fees-for-your-events/


Event Calendars

Create multiple event calendars
Customize display

• Public
• Member-only
• Internal

Allow event submissions by 
members and/or public

https://helpdesk.growthzone.com/kb/article/1576-calendars/
https://helpdesk.growthzone.com/kb/article/2183-approve-event-submitted-from-info-hub/


Add a New Event

New Event Wizard walks 
through steps to create an 
event

• Event Description
• Date & Time
• Location
• Contact
• More Options

• Category
• Calendar
• Sessions/Exhibitors

https://helpdesk.growthzone.com/kb/article/232-add-a-new-event/
https://helpdesk.growthzone.com/kb/article/232-add-a-new-event/


View/Edit Event Details

Event Details found in 
Overview tab

• Hours
• Location
• Images and video
• Contact information
• Pricing 
• Recurrence
• Event Custom Fields

https://helpdesk.growthzone.com/kb/article/235-event-details-the-overview-tab/
https://helpdesk.growthzone.com/kb/article/1591-update-location-mapping-of-event/
https://helpdesk.growthzone.com/kb/article/1589-add-an-image-gallery-to-your-event-page/
https://helpdesk.growthzone.com/kb/article/1590-add-a-video-to-your-event-page/
https://helpdesk.growthzone.com/kb/article/1597-overall-registration-options/
https://helpdesk.growthzone.com/kb/article/234-set-up-a-recurring-event-series/


Set Up Registration Types



Registration Options

Overall registration options
• Registration start/end date
• Enable/disable registration
• Enable waiting list
• Show list of registered guests

• Restrict to members or general public
• Member validation

• How system determines if registrant is 
a member to receive member pricing

https://helpdesk.growthzone.com/kb/article/1597-overall-registration-options/
https://helpdesk.growthzone.com/kb/article/1598-set-registration-cut-off-date/
https://helpdesk.growthzone.com/kb/article/1600-enable-a-waiting-list-for-an-event/
https://helpdesk.growthzone.com/kb/article/1603-show-registered-attendees-to-members/
https://helpdesk.growthzone.com/kb/article/1601-show-registered-attendees-publicly/
https://helpdesk.growthzone.com/kb/article/1607-define-how-the-system-authenticates-members-for-member-pricing/


Registration Form

Registrant’s name and email 
required by default

• Configure additional required 
fields for registration

• Choose to display optional 
fields like address, phone 
number, common name

Configure term for additional 
attendees

• Guest, Partner, etc.

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


Event Custom Fields
Create custom fields to add to 
registration form

• Ex: meal choice, shirt size, 
Track additional information 
about registrant

• Associate individual custom field 
responses to contact in database

Can be configured for internal-
use only
Use previously created fields
Apply custom field to specific 
registration types

https://helpdesk.growthzone.com/kb/article/238-add-custom-fields-to-event-registration-form/
https://helpdesk.growthzone.com/kb/article/1610-add-individual-custom-fields-to-your-event-registration-page/


Event Registration Fees
Registration Types

• Free
• Paid
• Table/Team
• Advanced Type

Limit quantity of registrations 
available for event
Configure flexible pricing 

• Member vs. nonmember
Limit registration types to 
specific memberships

https://helpdesk.growthzone.com/kb/article/239-set-up-your-event-registration-types/
https://helpdesk.growthzone.com/kb/article/1611-add-a-free-registration-type/
https://helpdesk.growthzone.com/kb/article/1612-add-a-simple-paid-registration-type/
https://helpdesk.growthzone.com/kb/article/1613-add-a-table-team-registration-type/
https://helpdesk.growthzone.com/kb/article/1614-add-advanced-registration-type/
https://helpdesk.growthzone.com/kb/article/1597-overall-registration-options/
https://helpdesk.growthzone.com/kb/article/2272-create-event-registration-available-to-only-specific-memberships/


Registration Messaging

Registration instructions
• Display above registration 

types available
• Customize instructions

Confirmation message
• Displayed upon completion 

of registration
• Included in confirmation 

email sent to guests
• Add last minute instructions 

or reminders

https://helpdesk.growthzone.com/kb/article/1586-adding-event-description-and-registration-instructions/
https://helpdesk.growthzone.com/kb/article/2325-instructions-and-confirmation-messaging/


Manage Event Discounts



Discounts

Create variety of discounts
• Early registration
• Promo code
• Membership type
• Volume 

Apply to all or selected 
event fee items
Run report on discount use

• Event Discount Use Report

https://helpdesk.growthzone.com/kb/article/240-set-up-discounts-for-your-event/
https://helpdesk.growthzone.com/kb/article/1617-early-registration-discount/
https://helpdesk.growthzone.com/kb/article/1618-promo-code-discount/
https://helpdesk.growthzone.com/kb/article/1619-membership-type-discount/
https://helpdesk.growthzone.com/kb/article/1620-volume-discount/
https://helpdesk.growthzone.com/kb/article/377-event-discount-use-report/


Selling Additional Items



Additional Items
Sell additional, optional items 
during event registration
Limit quantity of additional item 
available

• Once limit reached, item marked 
“Sold Out”

Allow purchase of additional 
item without requiring 
registration
Limit purchase to members, 
non-members, or staff

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


Manage the Guest List



Managing Event Registrations

An event registration consists of attendee information (the 
Attendees tab) and financial information related to the 
registration (the Attendee Purchases tab). 
Article: Working with Event Registrations

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


Updating a Registration

There are two options for updating a registration:
• Update Registration: for adding more registrations or items to an 

existing registration
• Edit Attendee: when you need to update or change info for a 

specific attendee, including changing from one contact to another



Cancelling a Registration

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 policies and 
procedures for writing off or refunding payment.
Article: Cancel an Event Registration

Paid Invoice

Unpaid Invoice

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


Managing the Event Waiting List

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.
Article: Managing the Waiting List

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


Table/Team Management

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

Article: Table/Team Management

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


Matching Registrants to Contacts

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.

Article: Matching Registrants to Contacts

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


Managing Attendance
Select Download Attendees from the orange Actions button in 
the top right corner of the Attendees tab. 
This spreadsheet will also provide you with details of custom 
fields, and additional purchases

Article: Check-in Roster

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


Checking in Attendees

You may check-in your attendees in several ways:
• From the Guest List
• From the Attendees tab
• 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/


WORKING WITH 
SPONSORS



Set Up Sponsorships



Default Settings

Terminology:
Change the system 
terminology of 
“Sponsors” if 
needed/preferred.

Article: Changing 
Sponsor Terminology

https://helpdesk.growthzone.com/kb/article/3767-changing-sponsor-terminology/
https://helpdesk.growthzone.com/kb/article/3767-changing-sponsor-terminology/


Default Settings

Sponsor Display Options

Sponsor Display Options consist 
of any combination of the 
Sponsor Name, Logo, and/or URL 
appearing on the Event Page, 
Emails, and/or Registration page.

Article: Sponsor Display Options

https://helpdesk.growthzone.com/kb/article/2912-set-up-sponsor-display-options/


Sponsor/Exhibitor Only Registration Type

Before you go to the Sponsor Setup tab:
• Are you including attendees with the purchase of a 

sponsorship?
• Do you want or need a sponsor-specific registration type?
• Do you need to know who will be attending at the time of 

registration, or do you want Sponsors to have the option of 
adding included attendee names later?

Article: Set Up Your Event Registration Types

https://helpdesk.growthzone.com/kb/article/239-set-up-your-event-registration-types/


Sponsor/Exhibitor Only Registration Type

These questions will help you determine:
• If you need to set up an attendee registration type to include 

with sponsor registrations
• If that attendee registration type needs to be separate than the 

other standard attendee registration type(s) 
• Use the “Only with Sponsor / Exhibitor” availability

• If that attendee registration type needs to be:
• Free or Simple Paid type (must know all names during registration)
• Or Table/Team type (only one name is required)

Article: Set Up Sponsor Registration Type

https://helpdesk.growthzone.com/kb/article/2913-set-up-sponsor-registration-type/


Sponsor Registration Options

Article: Set Up Sponsor Registration Options

https://helpdesk.growthzone.com/kb/article/3941-set-up-sponsor-registration-options/


Setting Up Sponsor Registrations

Correlate your Sponsor Display 
Benefits with a Sponsor Registration 
Type, set the availability, and include 
any number of attendees you wish.

Article: Set Up a Sponsor Registration 
Type

https://helpdesk.growthzone.com/kb/article/2913-set-up-sponsor-registration-type/
https://helpdesk.growthzone.com/kb/article/2913-set-up-sponsor-registration-type/


Set Up Sponsor Messaging

You can customize the message 
a Sponsor sees after submitting 
their Sponsor registration AND 
the confirmation email they 
receive in the Sponsor 
Messaging options.



Set Up Sponsor Messaging

If nothing is entered 
for the Confirmation 
Message, the system 
will use the default 
page.



Set Up Sponsor Messaging

If you need or want to 
include specific 
instructions on the 
process for your sponsor 
registrations, you can 
use the Registration 
Options in the Sponsor 
Messaging window. 

Article: Sponsor 
Messaging

https://helpdesk.growthzone.com/kb/article/3942-set-up-sponsor-confirmation-messaging/
https://helpdesk.growthzone.com/kb/article/3942-set-up-sponsor-confirmation-messaging/


Managing Sponsorships



Registering Sponsors

Register Sponsors- Back Office 
aka “Register Sponsor (as Staff)”

Register Sponsors- Online 
aka “Register Sponsor (as Non-staff)”

https://helpdesk.growthzone.com/kb/article/2914-register-sponsors-back-office/
https://helpdesk.growthzone.com/kb/article/2915-register-sponsors-online/


Approving Sponsors

Regardless if a Sponsor registers themselves OR if they are 
registered by staff, Sponsors MUST BE APPROVED before 
they will receive their Sponsor Display benefits.

https://helpdesk.growthzone.com/kb/article/6601-approving-sponsors/


Working with Registrations
(both Attendee and Sponsor)



Working with Registrations

We pre-sell our sponsorships at the beginning of the year, 
before our events are set up. 

How do I get that revenue into the event?

Credit memos will allow you to track the revenue from the 
initial invoice and payment and transfer it to the event. This 
process works for sponsorships, exhibitors, or any presold  
event-related option.

Article: Pre-Sold Sponsorships: Best Accounting Practices

https://helpdesk.growthzone.com/kb/article/5157-pre-sold-sponsorships-accounting-best-practices/


Working with Registrations

“Someone registered for the wrong registration type. How do I fix it?”

Steps:

• Cancel the existing registration; for sponsorships, be sure to cancel the 
related attendee registrations as well!

• Create a credit memo for the amount paid

• Use the Register- As Staff option to create a new registration for the 
correct type; select the “Pay By Invoice” option

• Apply credit memo to the new invoice

• Deliver invoice and collect remaining balance

https://helpdesk.growthzone.com/kb/article/2048-add-or-apply-credit-memos/
https://helpdesk.growthzone.com/kb/article/2914-register-sponsors-back-office/
https://helpdesk.growthzone.com/kb/article/2048-add-or-apply-credit-memos/


Working with Registrations
“Can someone add items to their registration if they forgot or 

changed their mind?”

Attendees: 
Yes, by using the “Update Registration Information” link in the 
confirmation email. If the invoice is paid, the invoice will be re-
opened and modified to include the additional unpaid items.

Sponsors: 
No. Follow the same steps as if they registered for the incorrect 
registration type.



Working with Registrations

“Can someone remove items from their registration if they 
changed their mind?”

Attendees: 
No. Follow the same steps as if they registered for the 
incorrect registration type.

Sponsors: 
No. Follow the same steps as if they registered for the 
incorrect registration type.
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