Manage an event

Dashboard | Profits4Purpose

Step 1: From the administration dropdown, select
"Events"

*Please note: The only option a user can select here is "Events" They do not even see
the other options. At the time this document was created, | was logged in as an
administrator.

Abbott has a con helping people fulfill their potential and live the fullest lives they can. The

Employee Gig wmgc of the many ways Abbott employees help make things better. Thank you
for participatloyee Giving Campaign.
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Step 2: Select your desired event

The page will default to "Search". From there, click on an event to edit it. This page
will only show events in which the user is an "Event Host/Team Captain".

¥ Usa the current reporting year

Start date 01012014 (e.g- 2010-07-08)

End data 1213172014 8.g. 2010-07-08)

Additional Conditions
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Step 3: Make Edits

From this view, you can make any edits to your event that you would like. A user
cannot edit "published"/"unpublished" - only an admin can edit this.

Closa

Event Title: * [ Bays ana Girls Ciuo Test Event |

Mon-Proflt Partner: * | FATHER FLANAGANS BOYS HOME |

Start: * [1208:2014 05:15 Am |

End: * [ 1202712014 02:30 AM |

Event Location: * | San Diego, CA, United States |

Ll A Normal text Bold | ftalic | Underine | /B |38 & =® 2 @

It is tme for everyone to step forward and a0dress Bvs crisis. Mo matter how you participate, we can &l help
young peoole reach their full potential. Jom in and help kids find their path to a great future!

COMMECT
Find & Clul in your community. It is & fun place for kds and teens Lo meet friends, enjoy cool activities and even
cateh up with nomewon. Mesd to learn more? Stop oy and wisil 3 .

LEARM
Boys & Girls Clubs impact the lives of young peopie in vital areas such as academnic success, good character
and cifizenship, and Realihy lifestyles. These Clulo programs and activiies help kids thrive.

SHARE

Join our Facebook f2n page. Post your Club ohotos, news aricles and thaughss. It is your anline place to meet
other supporters, alumni ar staff,

# of Seats: * D Allow RSVP?: * | Yes s

" detailicompany 8842

Featured? * | Mo :
Spacee Avallable: | Yes 5
Apply Hours to Yes 0
Donatlons®
Event Host'Admin*: ﬂ

| Luke harmon 32

EventContact  EventRegions(0)  RSVPs (1)  Shifts(0)
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Step 4: Add RSVPs

Under the RSVP tab, you can either add RSVPs one at a time or with a mass user

upload.
Status: © Fublished v
Ewent Public LURL: hitps2fwww_profitsdpurpose.comiappievent_dstail'company’d 8842
Featured? * No
Spaces Avallable: Yes
Apply Hours to Yes
Donatlons®
Event Host!/Admin®: EE
Luke harmon
Event Contact Event Regions (0) RSVPs (1) Shifts(0)
i Send Emall to RSVPed Users . Exportto: &) &)
]

+ Add New RSVP =+ Import RSVPs
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Step 5: Email RSVPs

Select "Send Email to RSVPed Users" and customize your message

Event Contact Event Regions (0) REVPs (1) Shifts(0)

Send Email
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