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With the Event Planner feature, you can plan out and schedule events for your club. You can
invite members and non-members to attend, arrange online payment, and much more.
Events can be created by event chairs, club executives, and site administrators.

Navigation:

Navigating to the Event Planner
Setting the Event Details
Editing Registration Settings

Updating Payment Settings

Navigating to the Event Planner

1. Log in to your account through your club homepage, then click on Member Area on
the top right under your club banner. Alternatively, click here to go directly to

the ClubRunner login page.

2. Click the arrow next to Events in the left-hand menu navigation, then click Event
Planner.
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3. You will see a list of the upcoming events for your club, and can click the drop-down
menu on the right-hand side to toggle between upcoming events, recent past events,

or all events.
Events
Create A New Event
All Upcoming Events | View Upcoming Events "‘
View Upcoming Events
EVENT DATE A EVENT NAME ACTIVE  LOCATION EVENT CHAIR All Events |
Nov 18, 2025 Anniversary Gala /] Bethany Beig Recent Events

Setting the Event Details

1. On the Event Planner page, click the Create a New Event button.



Events

Create A New Event

All Upcoming Events View Upcoming Events ~
EVENT DATE & EVENT NAME ACTIVE LOCATION  EVENT CHAIR ACTIONS
Nov 18, 2025 Anniversary Gala @ Bethany Beig Open | Delete | Copy

2. You can begin entering details about your upcoming event. First, enter a name for
your event in the Event Name field. You can also enter a unique Event Code which
makes it easier to track member payments within your payment account. This code
can be up to 10 characters long, and all payment transactions for the event will use
the code, appended by the unique registration ID, making it easy to determine who
has paid for what.

Create New Event

Create Event

Event Name: * Holiday Party

Event Code: holiday25

Status: ® Active O Draft
Event Type: Club Event he

3. You can set the Status of the event as Active or as a Draft. An Active event will allow
registrations if registrations have been configured. A Draft event will not allow
registrations, even if registrations have been configured. You can also select
the Event Type, which helps in identifying what type of event you are creating.



Status: @® Active O Draft

Event Type: Club Event v

Start Date & Time: * Board Meeting Event

Club Event

End Date & Time: * Club Meeting
Club Meeting
Committee Meeting

Deadline

Description:

Fundraiser
Fundraiser
General

membership
Official DG Visit
Qutdoors event

4. Enter the date of the event by clicking on the small calendar icon next to the date
and time fields and using the pop up calendar to choose a day. The date fields must
be filled in, but you may leave the time fields blank if so desired.

Event Name: * Holiday Party

Event Code: holiday25

Status: @ Active O Draft

Event Type: Club Event b4

Start Date & Time: * Dec 13,2025 & Tip: Type 'A' or 'P' to switch AM/PM.

End Date & Time: * Dec 13,2025 = Tip: Type 'A' or 'P' to switch AM/PM. Leave blank if not applicable

5. You may enter a description of the event in the text edit field. You can use the
buttons above the text field to edit the font size and style and insert special
characters.



Start Date & Time: * Dec 13,2025 Tip: Type 'A’ or 'P' to switch AM/PM.

End Date & Time: * Dec 13,2025 @ Tip: Type 'A' or 'P' to switch AM/PM. Leave blank if not applicable
Description: \ B GE&E « iEa:ahEE = miat =l=e a2
[Nomal  -|[Fomt  -|[sze -|B I U S x xL[E]z == B A-|[Bsoucs

Happy Holidays!

Join us in a celebration of the season on Dec 13, at the Eugene V. Dubs Memorial Hall in Downtown Testerville. Family and
friends are welcome to attend. At 8 PM, a special visitor will distribute small presents to children 12 and under.

body p A

6. You can enable registrations when creating your event, or enable it later from the

event registration settings.

Woluld yc.)u like to enable OYes @®No
registration now?

Image: - o
Choose File | holidayimage.png

Event Chair: Support Team, ClubRunner v
Email: support@eclubrunner.ca
Phone: 1-855-621-2582

7. You may select an image to be associated with your event, which will appear on the
event's information page. Click Choose File to add an appropriate image from your

device.

WO!J|C| yc.)u like to enable OYes @®No
registration now?

Image: - o
Choose File | holidayimage.png

Event Chair: Support Team, ClubRunner v
Email: support@clubrunner.ca
Phone: 1-855-621-2582

8. You may now select the Event Chair, which is the owner of the event. By default, the
system will select the member creating the event, but this can be changed as
needed. Selecting a chair will automatically populate the email and phone number
fields from the database, though this too can be manually edited.



9.

10.

Image: - o
Choose File | holidayimage.png

Event Chair: Support Team, ClubRunner v
Email: support@clubrunner.ca
Phone: 1-855-621-2582

Location: Eugene V. Debs Memorial Hall
Address 1: 135 Herbert St.

Address 2:

The following section allows you to enter the address information for the event. If the
address information is complete, registrants will see a View Map link that will
pinpoint the location when viewing the event details. If required, you can override
the default location that the Google maps pin will show on the event page by
entering in specific latitude and longitude data.

Location: Eugene V. Debs Memorial Hall

Address 1: 135 Herbert St.

Address 2:

City: Green Town

Zip/Postal Code: 1234

Country United States of America v

State Wisconsin v

Map Override: Inputting Latitude & Longitude will override the address on the map.

Latitude: @The GPS coordinates need to be entered in the Decimal Degrees format. See

this guide for more assistance.

Longitude: @The GPS coordinates need to be entered in the Decimal Degrees format. See
this guide for more assistance.

Note
For help finding your latitude and longitude, please see our guide: How to find a
location's latitude & longitude in Google Maps.

Next, you can toggle various settings that determine where and how the event will
be displayed.


https://www.clubrunnersupport.com/kb/articles/how-to-find-a-location-s-latitude-longitude-in-google-maps
https://www.clubrunnersupport.com/kb/articles/how-to-find-a-location-s-latitude-longitude-in-google-maps

Show Event in home page? @Yes (ONo
Show Event in Calendar? @Yes ONo
Show In Events List? @Yes ONo
Show Event in Bulletin? @ Yes O No
Display Social Media Share @Yes ONo
Bar?

Show Event in District OYes @No
Calendar?

Show Map? ®Yes ONo

Show Event in home page: This gives the event chair the option to display the
event on the homepage. Please note the event widget must be on the
homepage for this option to display the event.

Show Event in Calendar: This gives you the option to display the event on the
mini calendar on the homepage and built-in Events Calendar page in the
Calendar view. The mini calendar widget must be on the homepage for this
option to display the event.

Show Event in Events List: This gives you the option to display the event on
the built-in Events Calendar page in the List view.

Show Event in Bulletin: This gives the option to display the event on your
club's weekly bulletin, provided you have included the events widget in the
bulletin.

Display Social Media Share Bar: This gives you the option to add a share bar
wherever the event is displayed, allowing members to share details of the
event through social media sites.

Show Event in District Calendar: This gives you the option to display the event
on the district calendar.

Show Map: This gives you the option to display the event's location in an
embedded Google Map on the event's registration page.

11. Click Save at the bottom of the screen to create the event with these settings. You

can edit the event details later, if you wish.



Editing Registration Settings

1. After creating or opening the event, you will see the Event Services screen where
you can review and edit the details of your event, as well as set up registration,
payment and invitation details. You can use the three buttons next to the event
details to add or change aspects of the event.

Holiday Party

Back to Events List

Dec 13, 2025

Event Type Club Event

Event Code holiday25

Event Chair ClubRunner Support Team

Location Eugene V. Debs Memorial Hall
135 Herbert St.
Green Town, WI 1234
United States of America

'! View Map Edit Details | EditLinks | Edit Download Files

Event Happy Holidays!
Description

Join us in a celebration of the season on Dec 13, at the Eugene V. Dubs Memorial Hall in
Downtown Testerville. Family and friends are welcome to attend. At 8 PM, a special visitor
will distribute small presents to children 12 and under.

o Edit Details: This will allow you to edit the details of the event that were set
during the creation steps above.

o Edit Links: This will allow you to add links for the event. The added links will be
displayed on the homepage event right under the image.

o Edit Download Files: This will allow you to add files that registering members
may want or need before registering for an event. The added download files
will be displayed on the homepage event right under the related links.

2. Below the event details is the Registration section, which defines when members can
sign up for the event. If no registration is set up then no one will be able to sign up.
To configure your registration options, click on the Edit Registration Options
button.

Registration

You do not have registration enabled for this eyent
If you would like enable event registration go td Edit Registration Optiomsl

3. On the following page, you will see the Event Registration Options. You can toggle



whether registrations will be open or closed for this event.

Event Registration Options

Open this event for

registration:

Date range to accept

registrations:

Start Date & Time: * May 30,2025 [ 12:00 AM Tip: Type 'A’ or 'P' to switch AM/PM.
End Date & Time: Dec 13,2025 &  12:00 AM Tip: Type 'A’ or 'P' to switch AM/PM.

4. You may select a start and end date or time to create a time span where registration
is open to members and guests. Members will no longer be able to register online
after the end date.

Event Registration Options

Open this event for
registration:

Date range to accept
registrations:

Start Date & Time: * May 30,2025 E  12:00 AM Tip: Type 'A’ or 'P' to switch AM/PM.

End Date & Time: Dec 13,2025 E  12:00 AM Tip: Type 'A’ or 'P' to switch AM/PM.

5. The next field is for your own information, and will display if there is a fee to attend
the event. Events are free by default, but you can set up a fee in the Payment
Settings, as described below.

Date range to accept
registrations:

Start Date & Time: * May 30, 2025 = 12:00 AM Tip: Type 'A’ or 'P' to switch AM/PM.
End Date & Time: Dec 13,2025 [  12:00 AM Tip: Type 'A’ or 'P' to switch AM/PM.
Is there a fee to attend No, itis free. To change the fee or currency, please go to Payment Settings.
this event?

6. The four registration options below allow you to determine who can attend the event
and how registrations are communicated to the chair.



Allow public registration?

Allgw members to
register guests?

Copy event chair on new 0
registration emails?

Enable comments on 0

registration page?

o Allow public registration: If this option is checked then non-members will also
be able to register for the event. If the option is not checked then only
members of the club may register for the event.

o Allow members to register guests: If you check this option, members will be
able to register non-member guests.

o Copy event chair on new registration emails: When this option is checked, the
event chair is informed of new registrations via email as they come in.

o Enable comments on the registration page: If this option is checked, members
and non-members may leave comments on the registration page when they
register.

7. After setting the registration options, you have the option to set a custom
confirmation email message for the registrants. To enter a custom confirmation
email for the event, check the Enable Custom Email Message checkbox, then
enter the custom confirmation email details for the event into the Custom Email
Message text box.

Enable Custom Email
Message

Custom Email Message: ‘ Format - H Font N H Size _‘

/B I USXxT, === B A

‘ [@) Source |
Thank you for registering for the Holiday Party!

Attendee intake is at the front desk in our Flowertown Community Mall, at 132 Flowertown Avenue on Dec 13
at 3:30 pm

Cancel Save



8. When you have completed editing the registration details and optional custom

confirmation email, click Save.

Updating Payment Settings

1. On the Event Services page, scroll down to the section titled Payment Settings.

Events are set to free by default, but you can set a fee for the event and manage

payment details by clicking Change Payment Settings.

Payment Settings

Event Fee:

Currency:

Payment Method:
Pay to Register?

Check Allowed?

0.00 Change Payment Settings

No payment account specified
No

No

2. Enter the cost of the event into the Event Fee field, then click on the drop-down box
to select the appropriate currency for payment. If you have online payment accounts

set up for your club, you will see Payment Method as a selectable option. Otherwise,

you will only have the No Payment Account Specified option available.

Event Payment Settings

Event Fee:
Currency:

Payment Method:

Note

15

US Dollar v

@® No payment account specified
BeanStream Payment Solution: BeanStream Test Merchant Account (300200484) - CAD
O PayPal Standard: PayPal Account (1325611259@test.com) - USD

To learn how to set up a payment account for your club, click here.

3. You have the option to require registrants to pay to complete registration. If enabled,

members and guests must submit payment by credit card in order to register for the

event.

Event Fee:
Currency:

Payment Method:

15

US Dollar v

O No payment account specified
BeanStream Payment Solution: BeanStream Test Merchant Account (300200484) - CAD
@® PayPal Standard: PayPal Account (1325611259@test.com) - USD

Require members to pay to
complete registration?

@®@No OYes

4. You can toggle the option to allow payment by check. Once the Yes option has been
selected, the text field will appear where you can enter check payment details.


https://site.clubrunner.ca/Page/Payment-Processing

Require members to pay to

B . ®No OvYes
complete registration?

Do you wish to allow payment by

ONe ®@Yes
check?

Please make check/cheque payable to:

Send to:

Thank you for your prompt payment.

Cancel Save

5. When you have finished updating your payment settings, click Save.



