User: Creating an Event

Dashboard | Profits 4 Purpose

Step 1: From the Administration drop down, select
"Events".

*Please note: The only option a user has here to select is "Events". At the time this
document was made, | was logged in as a Administrator.

Abbott has a cor helpi e fulfill their potential and live the fullest lives they can. The

Employee G N Of the many ways Abbott employees help make things better. Thank you
for participat loyee Giving Campaign.
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Step 2: Create an event

Select "Add Events" and enter the relevant information (location, non profit, start time,
end time, location, event info, etc.)

Please use this page to manage events.

Search Add Events

Event Title *

MNon-Profit
L Can‘t find your non-profit? 10 add a new one,
Starts *
Ends *
Event Location *
Description * A Normal text Bold | Italic  Underline B 38 & ZE 2 @
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Step 3a: Add event details (without shifts/time
slots)
Here is where you can edit the details of your event. The main difference between how

a user submits an event and how an admin submits an event is in the "Status",
described in further detail in the following pages.

Use Shifts Mo
# of Seats * 12 Allow RSVPT * Yes
Spaces Available Yes
Apply Hours to Yes
Donations®
Event HostiAdmin® EE'
Kvle Sorensen ¥ |a
Other (Ungrouped) E -

Status * Unpublished H

eatured Yas
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Step 3b: RSVPs and event limits

Here is how "# of seats", "Allow RSVP" and "Spaces Available" controls the user's
interaction with an Abbott event.

¥ ol Seats * Allow REVPT * ¥es

Spaces Available Weg ¥ '¢

= Allow RSVP: If you select "yes”, then
the RSVP function is activated. There
will be an "RSVP” button on the event
profile and employees will be able to
RSVP to this event.

* Spaces Available: If you select "yes”,
then users can view how many spaces
are available for this event. Ifthe
event has an unlimited number of
spaces, please input "1000" into
“number of seats” and turn “spaces
available" to "no”.

* Number of Seats: This is how many people are allowed to RSVP. As people sign up for the
event, the "Spaces available” number decreases and when the total number of allowed
people have signed up, the "RSVP" button disappears, preventing anyone else from signing

up.
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Step 3c: Event Status and Info

Here is how "Event Host", "Status", "Featured" and "Event Contact Info" controls the
user's interatction with the event. Once again, the main difference between how a user
submits an event and how an admin submits an event is in the "Status"

) Event HostiAdmin®  LEL|
* Event Host/Admin: This is your team captain. When / s
you assign a name here, that individual will have the T Luke harman *A T
ability to manage this particular event (add RSVPs, edit O

text, etc.). Whoever creates the event is automatically an “event Host/Admin” for that event

Seats - Unpw e ] ﬂ——._____'
Featurad T Yau 1] lfp—

*  Status: When a user submits an event, it will default
to "Unpublished”, which means the event is not live
on the site. Only an administrator can change this to
“Published”

*  Featured: Selecting "Yes" will highlight events in yellow and - -
brings them to the top of the events display e B o B e Bk P - o

* Event Contact Info: This is the contact information that an
employee will see on the events display.
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Step 4: Add event details with shifts (time slots)

Toggle "Use Shifts" to "yes" and enter the shift information

Use Shifts Yes

# of Seats * # of seals is man shifts sectien below  Allow RSVP7? * Yes
Spaces Available Yes

Allow Friends and Nao

Family

Event HostiAdmin® m

Luke harmon
Status * Published
Featured? Yes
Shift Tite Sruft Stan Snift End Seats
900 AM Start Time 112014 o300 Ak TI2074 0345 PM 12
10200 AM Start Time 11082014 10000 Ak TIM12094 02:25 PM 10

Add another shift
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