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Creating A New Event

In order to utilize MyEventRunner, an event will need to be created. The following is a step

by step guide on how to create a new event.

First you would have to access the MyEventRunner area. To do this please login to
ClubRunner and go to the member area. Then click Events on the blue menu bar near the
top, then click MyEventRunner on the grey menu bar.

You are not on the Event List Page. Please click on the New Event link near the right. Once
selected, you will be ready to start adding information for your new Event.

Event List
[0 Show Past Events Your package allows you to create 100 event(s) per year. m|
Events Per Page
Event Name Code Event Starts Reg. Starts Reg. Ends Status Actions
Toys for Tots C15408-0022 Apr 30, 2021 Mar 28, 2021 Apr 29, 2021 Publish Open | Delete | Duplicate

Total Event(s): 1

Step 1: Enter Event Information

Please select the version of MyEventRunner for this event.
For more information on pricing and feature comparisons visit www.myeventrunner.com

Version : (O Pro(Upgrade Fee Applies) O Lite (Limited Features)

Available in two versions, Lite and Pro, MyEventRunner gives you the power to collect public
registrations and payments for your events. Wondering what the differences between each
version are? Check out the features comparison chart below to find out!


https://www.clubrunnersupport.com/
https://www.clubrunnersupport.com/kb
https://www.clubrunnersupport.com/kb/myeventrunner
https://www.clubrunnersupport.com/kb/myeventrunner-2
https://www.clubrunnersupport.com/kb/articles/myeventrunner-create-a-new-event
https://www.clubrunnersupport.com/kb/myeventrunner-2

Design-Your-Own Registration Form Builder v v

Unlimited Add-Ons with Maximum Limit Option v v
Public registration form, ClubRunner login optional v v
Disabling/Creating new packages and add-ons on the fly v v
Accept Credit Cards (Online Payments & eCommerce module required) w4 v
Balance Statements, Multiple Payments Tracking v v
Reports by Paid Status, Attendee, Registration, Package, Add-on v
Single or Couple Packages, Unlimited Group (Pricing) Categories v
Early Bird Pricing with Unlimited Milestone Dates v
Split Payments by Milestone Dates, by Fixed Amount or Percentage v
Payment by Check option, tracking payments v
Unlimited Questionnaires (drop downs, text, Yes/No selection) v
Payment by Check option, record payments received v
Maximum number of registration per event Unlimited Unlimited
Admin Area-Access for up to 5 event chairs FREE FREE
Cost per Registration® s0 $1

For Clubs or Districts not subscribed with ClubRunner, please call or email us.

Links and Functions

Event Details

Step 1: Enter the event information and click the save button. You will then be able to access all of the links
on the left and configure your event options.

Please select the version of MyEventRunner for this event.
For more information on pricing and feature comparisons visit www.myeventrunner.com

Version : O Pro(Upgrade Fee Applies) O Lite (Limited Features)

Event Name:

Code: C15408-0023

Currency: | Select Currency V|

Language: English [ French [J Spanish (J Russian (J Chinese Simplify [J Italian [ Swedish

Event Start Date and Time: {@» Tip: Type 'A’ or 'P' to switch AM/PM.

Event End Date and Time: (@ (For multi-day events)

Enable Form on this Date: 48> Start of Registration (EST - New York)

B OE E A

Disable Form on this Date: 4@ £nd of Registration (EST - New York)



Note:

Event Name: Name of the event being created. This is a required field!

Code: Reference code to identify the event. Populates automatically but can be
manually edited.

Currency: Select the currency to be used for payment. This is a required field!
Language: This function will translate fields to help users of a different language
enter information with ease. More than one language can be selected. Default
language selected is English. At least one language is required.

Event Start Date and Time: This is the starting date and time of the event.
Remember the time is in Eastern Standard.

Event End Date and Time: This is the ending date and time of the event.
Remember the time is in Eastern Standard.

Enable form on this date: Date the event will begin to appear on the site; this is
the date that members can start to register for the event.

Disable Form on this Date: Date the event will no longer appear on the site; this is
the date that the members will no longer be able to register for the event.

The event chair can add a registration even if the form date has passed. This permits

you to add late registrants and special guests after the signup window for other members

has expired.

Status:

Allow ClubRunner member

login:

Allow duplicate registrations:

Allow user to edit registration: [

Publish registered attendees

Display Tax Inclusive Pricing:

O

list:

Show on calendar:
Show on events list

Show on home page:

O 0000

Show in bulletin:
Show on district calendar [

Allow ClubRunner member login: This allows the members to login and have
personal fields populate based on the membership information. l.e. First Name, Last
Name, Phone number, etc.

Allow duplicate registrations: This allows a member to register for an event
multiple times.

Allow user to edit registration: This gives the registered member the ability to



make changes to their registration after they have already registered.

¢ Publish registered attendees list: Will allow users on the site to view the user
that will be attending the event.

¢ Show on calendar: This will display the event on the homepage menu calendar
option.

¢ Show on home page: This will display the event in the Events homepage widget.
The Event widget must be setup for the event to be displayed on the homepage.

e Show in bulletin: This will display the event in the Events Bulletin widget. The
Events Bulletin widget must be setup in the bulletin to be displayed on the bulletin.

Options for Pro events only

Number of registrants: double @ single
Separate Group for Guest:

Hide all pricing and payment labels
(select for free events or volunteer
registrations):

Payable By Check:

Check Payment Instructions:

English

¢ Number of Registrants (single): Indicates that only one person will register for
the event.

¢ Number of Registrants (double): Indicates that two people will register for the
event, i.e. Member + Guest.

e Separate Group for Guest: Identifying and creating customized pricing for non-
members of the club.

¢ Hide all pricing and payment labels: Typically setup for free events; this option
will hide any pricing or payment labels.

e Payable By Check: Indicates that user(s) can pay for the event by check

e Check Payment Instructions: Instructions to the user indicating what they need to
put on the check

Save Button: After all the Information is entered in fully, the Save button can be selected.
When saved the message will appear at the top of the page to confirm that the information
has been saved. This will also reveal the Events Contacts section.

Events Contacts: This allows the user to setup a contact for the event that can answer
email questions. More than one contact can be specified. Once Add new Contact is
clicked a form will be revealed.



Event Contacts
Add new contact

No event contact created for this event

Event Contacts

O Member O Non-Member

First Name: E
Last Name: E
Contact Title:

Email: E
Telephone:

Address:

Is primary contact:
Copy primary contact on new registration emails:

| have received consent from this individual for the collection, storage, and use of their information by Michael's Club as
described in this Privacy Policy. They understand that their name and other entered information above will appear on
website and that they may receive emails which they can opt out of at any time.

O E

Is default contact: When checked this will be the main contact for the event. When a

|Default Euntact|

contact is saved will appear under the specified contact. Once

completed the Save link can be selected on the right side of the page.

Once a contact has been saved, the section will change to look like the image below. You
will notice that the Add new contact section has reappeared on the right side of the contact
information.

Edit: Allows the event organizer to make changes to an added contact
Delete: Removes an added contact

Set Default: This command (when clicked) will change the default status between multiple
contacts.

Step 2: Design and customize your form:

Within this section the event organizer can select between the different form designer
options to begin configuring your event and how it appears on the site.



Step 2: Design and customize your form

Use the Form Designer menu options to start configuring your event:

* Header

* Attendee Groups

» Time Ranges

s Promo Codes

» Packages

* Add-ons

* Questionnaire

» Standard Questionnaire
s Payment

Need some help? Get started with our MyEventRunner Documentation.

Public URL:
https://www.crsadmin.com/EventPortal/Registrations/PublicFill/EventPublicFill.aspx?evtid=99de0812-ef39-4fba-B6e3-
763d955ac63f

Public URL: The link supplied is the address of the Event being created. It can be used to
preview the registration form. Please note that the site will not be viewed until the time
specified as the Start Date.

Step 3: Publish Event

This button will apply the created form to the website. Also, note that public URL cannot be
viewed until the website has been published.

Step 3: Publish

Publish Event

Related Content

e VIDEO: MyEventRunner webinar with Shawn P.
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