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Configuring/ZSetting Up a New Event

It is recommended that Event Managers/Coordinators complete the following updates through the
EMC before the Events are advertised to the public.

Login to the EMC and select the event you would like to manage.

e Click on the Event Centre tab.
e Click Edit Event Options, under the Related Actions menu.
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Event Center Slopes for Hope Powder King 2017

R A Welcome to Your Event Management Center

Edit Event Options Event Status

Edit Event Properties Accepting Registrations and Gifts Switch events here if required

Edit Event Coordinator
Properties If you have appropriate permissions, from this Event Center, you can access:

Event Website to work with TeamRaiser Web pages (including the left-side navigation area)

Manage Event Library

Manage News Feeds Event Emails to work with three types of email messaging for corresponding with others about this TeamRaiser

.

Customer Service to register participants and manage their information as well as manage team, company, and gift
information

.

Reports to view and run reports about the participant fundraising activity

Related Actions (listed to the left) to work with event information or Test Drive the configuration with simulated
participant and donor information

.

Note: For assistance with these tasks, click the Help link above the top navigation bar.

e Click on 1. Edit Event Information.
e Check that the Event Name and the Event Date is correct.
e Click Next to Save.

Note: This area does not change the information on the Greeting Page. This name shows in the tab
on the browser and the date is used in the back end for autoresponders and in the Participant Centre.
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1. Edit Event Infi ti L
e mommeten i /1. Public Name:
2. Edit Event Options Identifies this TeamRaiser to site visitors §nd participants
3. Location Information English | Erench
4. Edit Advanced Options Slopes for Hope Powder King 2017

o

Edit Event Status

’iﬁ* 2. Description:
Provides details about the TeamRaiser event that search
description phrase or sentence displays in the Description tag

English | French

Funds raised through Slopes For Hope 2017 support the
Canadian Cancer Sociefy’s mission fo eradicate cancer Check that the Event Name and the
and enhance the quality of Iife of people living with cancer. Event Date are correct.

jnes can use to locate TeamRaiser pages (Note: This
to people who view the page.)

Note: This area does not change the
information on the Greeting Page. This
name shows in the tab on the browser
gistration closes) a0y rhe gare is used in the back end
for autoresponders and in the
Participant Centre.

'iﬁ“ 3. Event Date:
Sets when the event occurs (of for virtual evel
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e On 2. Edit Event Options.
e Update the Fundraising Goal.
e Click Next to Save.
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1. Edit Event Information

¢ Edit Event Oplions Fundraising Goal Amount: $20,000.00 h Enter the Event Fundraising Goal

3. Location Information

Slopes for Hope Powder King 2017

Suggested Participant Fundraising Goal: $150.00] X
4. Edit Advanced Options

5. Edit Event Status "'“" 1. Suggested Team Fundraising Goal:
Defines the suggested goal that will display to team captains when creatingWgeir team.
If these options are available enter, the
suggested goals that will automatically

2. Team Size: populate for the participant during registration
Defines the maximum number of members allowed on a team

\ Define the maximum Team size if

applicable. Leave blank if no limit.
U or  Cancel

¢ On 3. Location Information.
e No action required.
e Click Next to continue.

Note: This information is not currently linked up to be displayed in the BCY TeamRaisers. It is only
being used in the RFL events.
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Edit Event Information

1. Location Name

Edit Event Options Identifies the place where the TeamRaiser event will be held

Location Information

Edit Advanced Options
. Street Address:

Identifies the street address of the location where the event will take place.

Edit Event Status

This information is not currently linked
. City: up to be displayed in the BCY
Identifies the city where the event takes place TeamRaisers. It is only being used in
the RFL events.

. State:
Identifies the state where the event will take place

N

. Postal Code:
Identifies the Postal Code of the location where the event will take place
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e On 4. Edit Advanced Options.
e Update the New Team Notification email.
e Click Next to Save.

Note: Any emails added here will receive an email when a new Team Captain registers. This is a
great reminder for following up with the new Team Captain, welcoming them to the event and/or
offering any assistance.
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Event Center > Edit Advanced Options
. Edit Event Information

. Edit Event Options

4
2
3. Location Information
4

- EiriAsrre Gpimns Add in an email address here to receive a
5. Edit Event Status notification every time a new Team
Captain registers. Multiple emails can be
added.

1. New Team Notification:
Lists the email addresses of the administrators who should receive tie notification that a new team has been created
(Motes: Use commas between each address list. Leave this field blagk if this notification is not used.)

[gblackwell@be cancer.ca X

e On 5. Edit Event Status.

e Update the Status as required. For example: If registration closes a week before event day,
the status can be changes to “Accepting Gifts Only”. This hides the registration options on the
Greeting Page.

e Click Save or Finish.
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. Edit Event Information

"'ﬁ‘ 1. Status:

- Edit Event Options Determines if people can register for this TeamRaiser, donate to it, or both (Unpublished TeamRaisers are not available

Location Informzation for online registrations or donations, but may have some management tasks available)

. Edit Advanced Options Accepting Registrations and Giﬂs
5. Edit Event Status \
Check that the Status is set to
Save  or  Cancel Accepting Registrations and Gifts

Privacy Policy |s online giving safe? Click Finish
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On the main Event Centre page:
e Click Edit Event Properties, under the Related Actions menu.

Welcome hack Am‘?nda Oldershaw Click here to log out Help

Event Emails &= Customer Service €P Reporis Swi other Event
Event Center Slopes for Hope Powder King 2017
Sl A Welcome to Your Event Management Center
Edit Event Options Event Status
Edit Event Properties Accepting Registrations and Gifts
Edit Event Coordinator
Properties If you have appropriate permissions, from this Event Center, you can access:

.

Manage Event Library
Manage News Feeds

Event Website to work with TeamRaiser Web pages (including the left-side navigation area)

.

Event Emails to work with three types of email messaging for corresponding with others about this TeamRaiser

.

Customer Service to register participants and manage their information as well as manage team, company, and gift
information

.

Reports to view and run reports about the participant fundraising activity

.

Related Actions {listed {o the left) to work with event information or Test Drive the configuration with simulated
participant and donor information

Note: For assistance with these tasks, click the Help link above the top navigation bar.

e On 1. Identify Event Properties.
e Update the Event Information as required.
e Click Save or Finish.

Note: This information shows on the Greeting Page. Please ensure is complete and correct.

Welcome back Amanda Oldershaw Click here to log out Help

B Event Emails #* Customer Service £P Reports

Event Center = Edit Event Properties Slopes for Hope Powder King 2017
1. Identify Event Properties 1. Event Name:
Slopes for Hope Powder King 2017
2. Schedule:
Time
- \ This information appears on the
3. Date & Time: Greeting page. Please ensure is
Date] correct and complete.

4. Location:
Powder King Mountain Resort

5. State:
BC
6. City:

7. Map Link:

m@ Controlled by Edit Event Properties area

Donate:

Donate directly to the event

Find A Participant Or Team:

Slopes For Hope Powder King 2017
Powder King Mountain Resort
Date
Time

PowderKin

MOUNTAIN RESORT INC.
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On the main Event Centre tab:
e Click Edit Event Coordinator Properties, under the Related Actions menu.
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Sl A Welcome to Your Event Management Center

Edit Event Options Event Status

Edit Event Properties Accepting Registrations and Gifts

Edit Event Coordinator
Properties If you have appropriate permissions, from this Event Center, you can access:

Manage Event Library Event Website to work with TeamRaiser Web pages (including the left-side navigation area)
Manage News Feeds Event Emails to work with three types of email messaging for corresponding with others about this TeamRaiser

Customer Service to register participants and manage their information as well as manage team, company, and gift
information

Reports to view and run reports about the participant fundraising activity

Related Actions {listed {o the left) to work with event information or Test Drive the configuration with simulated
participant and donor information

Note: For assistance with these tasks, click the Help link above the top navigation bar.

e On 1. Identify Event Coordinator Properties.

e Update the Coordinator Contact Information as required. This information shows on the
Greeting Page.

e Click Save or Finish.
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Identify Event Coordinator

Properties 1. Name:
Sandra Blackwell
2. Phone: \
250-645-2361 or 1-800-811-5666 ext 2361 eeeeemss—  Update the Event Contact information.
This information show on the Greeting
3. Email: Page and in the Participant Centre.
sblackwell@bc.cancer.ca /
Save or  Cancel
Contact
Event Total
Sandra Blackwell
sblackwell@bc .cancerca
250-845-2361 or 1-800-811-5666 ext 2351 0% $0
On the Greeting Page of Goal Raised

Sponsors And Supporters

Information
shows on the
home page of
the Participant For more information, please contact:
Centre Sandra Blackwell
250-545-2361 or 1-800-811-5666 ext 2361
sblackwell@bc.cancerca




Configuring/Setting Up a New Event
E‘ A Canadian Société

Cancer canadienne

‘ ) ‘ Society  du cancer

Add any Sponsor logo’s (if required)
e See Adding Sponsor Logo’s (Image Library)

If any content or text changes are required, please send an email to digital@cancer.ca
e indicate the page URL
e Include screenshots if possible
¢ Highlight the exact text to be changed (using track changes in a word doc is best).



http://convio.cancer.ca/site/DocServer/16_EMC_Adding_Sponsor_Logo_s__Image_Library_.pdf?docID=19750
mailto:digital@cancer.ca

