Creating an event
1) Log in by clicking on login button
at top of a SMSKN web page.

2) You'll be directed to the login R —
panel at the bottom of the page.

N is a network for sea kayakers to meet

E nte r yo ur username an d ing friends, learn more about safety, and

rips together. JOIN SMSKN.

password.

Note: If you've forgotten this isitourForum)  (_Joinsmsknt ) (Lol )
information or you are unsure, try
using the reminder features (A).

— Login

Username

!

Password

Remember Me

T LOGIN >

k_—-} Forgot your password?
*} Forgot your username?

Create an account
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3) After successfully logging in, you’ll see your
account panel at top of page.

4) Go to the main navigation bar at top of the web
page and click on Events >> Add an Event

You'll be directed to the Event Creation Page.
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My Account

£ Logout )

Resources ~  Forum User Options ~

is a network for sea kayakers to meet

\g friends, learn more about safety, and
ps together. JOIN SMSKN.

371, {{3 Trip Planning ~

Event Listing

Add An Event

ITHERW MAINE

A KAY£§{1
Participation Agreement H !




Reqgistration Session You must save this event before you can add a registration session

Event Creation Page o) suject
5) Subject: title of your event. Ctegores Choose Category ]
Start, End, Duration

6) Drop-down menu: Choose event category. o/ Al sy Eventor Unspoutiod tmo | 12 Hour &
7) Select the start date and the end dates by Start date

clicking on the calendar icons. Ly zou-07-17 Start Time [GEE
8) Use default of a 24-hour clock, or instead click Oé_v End date 13

on 12-hour clock. 2011-07-17 End Time 17:00 ] No specific end time
9) Activity: event description.

. . Activity [show/hide]
10) Choose a location from the pop-up list.
) pop=up EEE = | |

If the location is not listed, include instead B XBE-Qx < & o

your location within your event description. S mE==== s=i=i= iz — H
11) Indicate level of difficulty if a paddling trip. L] LB 7 U s A~ fontsze v Styles =Nz}
12) !! Note !! Setting up registration is

optional and at this point you could click

save and be done.

If you do not set up registration, you could

instead ask members to email you within the

event description. \ =
13) Click Save at top right to save and —

immediately publish your event. Rocetion s e

Difficulty 0 - No Effort 1 - Easy 2 - Moderate 3 - Advanced 4 - Extreme

See next page to set up event registration

(optional). y

By setting up registration, the organizer
will be able to log in, go to their event,
and reference name and email of those
attending (organizer’s viewing only).
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14) To set up a registration session follow these steps:

a) Create an event
b) Save the event
c) and then go back to edit the event.

So in this step, you've created an event, now click
on the edit icon (pen/pad image) to edit your event
and set up registration.

15)  After clicking to edit your event, you will see O
that Registration Session is now an active button search  Jumpro
within the event panel. manth
4
Click on this button to set up
registration for your event. = [¥
22 Edit event
I-ﬁ Copy and edit event
g Delete Event
U=-NUENTWL ' |- EdayY

Limit Hone

Registration Session Create Registration Session
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Session Details Registration Period Session C‘*--i El l g
J""} Sesslon Details
1'- _.:- Specify the details of the session.
Description: 6 Publish G
[show/hide)] ®ves ONo
é@' 25 | | | ﬁ;cile.ss Level @
upiic
= ¥ £ B@E-2 x x - Registered
Special
el EEE E is =i —
v-E@mE=EESE - = Sesslon Host:
L] G B I U s A © i - Font size ~| Styles i=Nen Cee Cee Barnard
- L L [P Host Allasa

16) After clicking to create a registration Important
session, you’ll come to this pop-up setting
window.

First tab: Session Details, one really
important setting to make here:

16a) Change the Access Level to
Special.

In this way you reserve registration
just for SMSKN members (and not
guests and not forum users).
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Session Details Registration Period

ration Period

Q/ Session Start Date/Time Maonday, July 18, 2011

Reqistration Start
Date: *

2011-07-18 '\“—'] @

e R o A

Define the time interval during which people can register for this session.

Registration Start Time | 12 : 00 () Midnight O Noon &

Session Stop Date/Time Monday, July 18, 2011
Registration End Date: * |2011-07-18 =] ‘3

Reglstration End Time 12 :joo0 & Midnight O Noon

17) Click on the tab Registration
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Period; next you see the start
date and end date with dates
automatically filled in:

... the start date will be the day you
created your event; the end date
will be the day of your event.

Change if needed, click Save in this
pop-up box,

... and finally Save again within
event creation page to finish
setting up registration.

@

Session Capacity I

ional) Specify any restrictions on the number of registrations.

Session Details Registration Period

Session Ca

Capacity: Limited ~|

Maximum Number of
o 0 o
Reqgistrations:

17a) Click the Session Capacity tab to set a limit
(optional).



18)Once you've completed
adding your event, here is
how an event description
will display.

In this example, registration
and capacity were set up.
Capacity is automatically
tracked.

Members can see
attendance availability and
the names of those who
have registered.

18a) Organizers who
set up registration can

log in and check their
Attendees in Detail,

a link that will display
attendees and their email.

Note: only the organizer
of the event sees this
level of detail.
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An Event Example

Monday, November 21, 2011, 12:00 - 17:00

Organizer's email link: CeeCee

This display is what a member will see when they sign up for a paddling trip.

| also indicated a capacity so that members can see who has signed up and how many spaces are available.

Difficulty 1 - Easy

Limit 18

Hosted by Cee Cee Barnard

Date & Time

Registrations Available

Registration Deadline

11/21/11, 12:00 PM — 05:00 PM
15 out of 18
11/21/11, 12:00 PM

— Name of member currently logged in

{ Update Registraticn ) { Cancel Registration ) ‘\. ... here member clicks to

register or cancel.

People Already Registered

AJE Attendees In Detail! ‘/®

=]
g

Hits : 13

Email link

of organizer
automatically
generated.




