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1.1 Introduction 
Your members, employees, vendors, customers and community can review your event calendar, 
signup and pay – all online. Schedule educational programs and other types of events, enter details 
and import event brochures, registration forms, maps, etc from any computer into event records on 
the organization’s website in order to furnish visitors with an event calendar, program information 
and signup ability. Event details, contact information, registration limits, seating inventory, pricing 
and payment options can all be input, updated, tracked and reported. Visitors can register and pay 
online using credit cards or other payment options. Attendance lists and badges can be printed 
locally from any printer connected browser. Event notice email broadcasts may be scheduled in 
advance and sent automatically when appropriate. If desirable, a view current registrants link can be 
available to visitors.  
 
Events feature benefits include: 
 

 Easy enough for anyone to setup and run an unlimited number of conferences, seminars, 
trade shows, committee meetings, sporting events and educational events.  

 
 Can automatically create and update event mini-browser on home page. 

   
 Events descriptions and promotions are easily added to the system from a browser anywhere. 

 
 Permits administration activation of “View Current Registrants” link so visitors can see who 

else signed up for event. 
 
 Email broadcast or letter-merge event announcements. 

 
 Visitors can view your entire event calendar, sign up and pay online. 

 
 Automated “Sold-Out” can be set using event limits option. 

 
 Control who can and cannot register for events. 

 
 Multiple pricing and special services fees capability. For example, distinct member, non-

member and guest fees. Also extras such as meals, parking, etc. can be included. 
  

 Mapquest link provides automated map and directions. 
  

 Prints badges 
 

 Produce event registration detail and summary reports. 
 
 Maintains detailed accounts receivables including complete billing and receipt history for the 

Event.  
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 Provides event related accounting reports or export to QuickBooks!  
 
Some of the components, fields and settings of the Events feature, discussed in detail in this chapter, 
are: 
 
Search for Events Page 
Event ID Field  
Title Field  
Event Date Range Field  
Created Date Range Field   
Modified Date Range Field  
Topics Field  
Items Per Page Field  
The Event Management 
page input sections: 
Event Detail  
Event Location Details – 
Make Checks Payable To 
Details  
Who to Contact for More 
Information Details  
Accepted Payment Methods 
Details  
Other Options  
Registration Types and Fees  
Record Details 
Event Details 

 Event Name Field  
 Date & Time Field  
 Description Field  
 Registration Note 
 Sponsor Name 

Event Location Details 
 Location  
 Address 1  
 Address 2  
 City, State, Zip  

Make Checks Payable To 
Details 

 Name Field  
 Address 1 Field  
 Address 2 Field  
 City, State, Zip 

Field  
 Pay Online Radio 

Button  
 Pay By Mail Radio 

Button  
 Pay At Event Radio 

Button  
 Pay On Account 

Radio Button  
Contact For More 
Information Details 
Name  

Phone & Extension  
Email  
Other Options Details 
Days Prior to Event Date to 
Cancel or Change Field  
Event Limit Field 
Require Entry of Registrant 
Names Field  
Send Response Notification 
Email To Field 
Reporting Class Field  
Registration Types & Fees 
Detail 
Include Checkbox  
Description Field  
Cost Field –  
Price Field  
Item Update Icon Link  
Record Details 

 Created By Field  
 Modified By Field  
 Active Field 
 Expires Date Field 
 Chapter ID Field  
 Topic Field 
 Level Field  
 Private Fields  

Links 
 View Event Orders Link  
 View Event Registrants 

Event Items Management Page 
Feature Field   
Features Record ID   
Type   
Item Name  
Price  
Cost  
Default Item Radio Button –  
Count as Registrant? Radio 
Button   
Restriction Rules Radio Buttons  

• Anyone Can Register 
• For Members Only  
• Must be Member to 

Register Others 
• For Non-Members Only 

User Limit  
Item Limit 
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1.2 The Visitor Experience 

1.2.1 Viewing Events 
 
Visitors can be presented with links to events and events registration via side menu links, menu bar 
links and links from the mini browser.  When activated, the mini browser displays a list of individual 
events on the home page. 
 

 
 
Clicking on the Events menu link brings the visitor to the Events display where the visitor can click 
on an event label to access the Event Details page. 
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Clicking on the  button accesses the event calendar. 

 
 
Clicking on the Day, Week or Month tab or clicking a date number link (ex. 18) presents more 
details. 
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Clicking on an Event title presents the visitor with the Events Detail page. 
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At the Event Details page, visitors can learn about the event, view registrants by clicking on the 
 button, open a detailed brochure in formats such as PDF or HTML by clicking 

on , get directions by clicking on , and register by clicking on 
.  

 
The View Registrants page displays all those who’ve registered for the event. Of course, 
Administration can choose not to display registrants if privacy is required. 
 

 
 
Unlimited page brochures can be created and imported by Administration in many different formats 
including video! This allows organizations to implement as sophisticated a program as digitally 
possible. 
 
Sample PDF Portion 
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Sample Video Display 

 
 

1.2.2 Registering for an Event 

A visitor begins the registration process by clicking on the  button on the Event Details 
page. 
 

 
If the visitor is logged in with a verified ID and password, the system initiates the event registration 
process. If the visitor is not logged in the system requests a login or signup. 
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Once logged in, the system asks the visitor if he/she is attending the event in order to determine the 
default quantity for those logins that are designated as a Member Contact Type. 

Will you be attending?

 
 
Registration Page Step 1 presents the user with an interface to enter quantities of guests, meal and 

parking tickets etc. The visitor enters the quantities and clicks the  button to move to 
Registration Step 2. 

 
Event Registration Step 2 Page provides the visitor with an interface to enter names which will later 
be used to print badges and on reports. 
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Based on the payment options enabled by Administration during setup, the visitor is presented with 
payment instructions including the option to enter credit card information and pay online. 

 
After payment information is entered, the visitor is presented with the Registration Approval page. 
To approve and submit the order the visitor clicks on the OK button. 
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Administration may setup the events parameters to allow updates to event orders. In such a case, 
visitors can revisit their event registration and make changes.  
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Badges can be printed to a local printer on Avery Label stock or an equivalent. 
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1.3 Components 
 
The Events Management Page is reached by clicking on the appropriate icon in the Events row of 
the Content Management column of the Administration Menu. 

 

Add Icon - Activates the Add a New Event function. 

Browse Icon - Accesses the Search for Events function. 
 

1.3.1 Search for Events Page 
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 Event ID Field - Each event is assigned a unique ID number in the database. 
 
 Title Field - The title of the event is entered when the event is created. Permitted 

Administrators can create an event record.  
 

 Event Date Range Field – The Event Date is entered by an Administrator when the event is 
created and represents the date when the event is scheduled to take place. By entering a date 
in the first Event Date Range field and entering a later date in the second Event Date Range 
field, one can search for Events with Scheduled to occur within the range 

 
 Created Date Range Field – The Created Date Field is an autofill field. By entering a date 

in the first Created Date Range field and entering a later date in the second Created Date 
Range field, one can search for Events with Created Dates within the range 

 
 Modified Date Range Field – The Last Modified Date Field is an autofill field. By entering 

a date in the first Last Modified Date Range field and entering a later date in the second Last 
Modified Date Range field, one can search for Discusions with Last Modified Dates within 
the range.  

 
 Topics Field - The Topics Field contains a selection list based on entries made on the Event 

Topics Management pages. Topics determines which Event are grouped together on the 
public portion of the website.. 

 
 Items Per Page Field - The Items Per Page Field defines the total number of rows of 

matches that will be displayed in the results window. If the total number of matches exceeds 
the total defined number of rows then the visitor will need to click the page forward button 

 located at the top of the results window to see more of the matches. 
 

 Executes a search for events matching the criteria entered. Clicking on  when 
no criteria is entered locates all event records. 
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 If the Include deactivated 
records in search results is unchecked then deactivated records will be excluded. 
 

 Accesses the Events Management page which is used to add a new event. 
 

 Clears the search fields of data. 
 

 Prints the contents of the browser window using the printer connected to the visitor’s 
computer. 
 

 Returns the Site Administration Page. 
 
The results of the Events Search are presented in a list on the Found Events page. If the total number 
of matches exceeds the total defined number of rows then the visitor will need to click the page 
forward button  located at the top of the results window to see more of the 
matches. Clicking on an Event Title accesses that event’s Event Management Page 
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1.3.2 Event Management Page 
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The Event Management page is divided into several input sections: 
 

 Event Detail – Administrators enter the event description, title, and scheduling details into 
this section. Unlimited page brochures can be created and imported by Administration in 
many different formats including video using the import  

Brochure feature. This allows organizations to implement as 
sophisticated a program presentation as digitally possible. 

 
 Event Location Details – Administrators enter the events location into this section. 

 
 Make Checks Payable To Details – Information input by Administrators into this section 

will be used to instruct visitor who request to pay by check. 
 

 Who to Contact for More Information Details – Information input by Administrators into 
this section will be used to instruct visitors on who to contact for additional information 

 
 Accepted Payment Methods Details – Selections made by the Administrator in this section 

will determine payment options presented to visitors when they register for an event. 
 

 Other Options – Selections made by the Administrator in this section will determine 
registration options made available to visitors and initiate inventory controls. 

 
 Registration Types and Fees – Provides Administrators with the ability to implement 

multiple pricing structures for single events, signup limits, price and cost reporting, and 
registration permissions. 

 
 Record Details – Provides autofill information and input fields for database filter and 

security information. 
 

 
Event Details 
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 Event Name Field – The Administrator enters the name of the event in this field. It will be 
displayed to visitors viewing the Events List on the public portion of the website. 

 
 Date & Time Field – The Administrator enters the date and time of the event in this field. It 

will be displayed to visitors viewing the Events List on the public portion of the website. It 
will also be used by the system to determine the event’s placement on the event calendar. 

 
 Description Field – The Administrator enters the descriptive details of the event in this field. 

It will be displayed to visitors viewing the Events Details after they click on the 
corresponding Event Title in the Event List on the public portion of the website. 

 
 Registration Note – The Administrator enters notes regarding registration for the event in 

this field. It will be displayed next to the registration link to visitors viewing the Events 
Details. 

 
 Sponsor Name: - The Administrator enters the name(s) of any event sponsors for the event 

in this field. It will be displayed to visitors viewing the Events Details. 
 
Event Location Details 

 
 Location – The Administrator enters the name of the event location for the event in this field 

(For example, Hilton Hotel at Paramus). It will be displayed to visitors viewing the Events 
Details. 

 
 Address 1 – The Administrator enters the street address of the event location for the event in 

this field. It will be displayed to visitors viewing the Events Details. 
 

 Address 2 – The Administrator enters the street address of the event location for the event in 
this field. It will be displayed to visitors viewing the Events Details. 

 
 City, State, Zip – The Administrator enters the City, state and postal code of the event 

location for the event in this field. It will be displayed to visitors viewing the Events Details. 
 
Make Checks Payable To Details 
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 Name Field – The Administrator enters the name (payee) that payment checks should be 

written to. It will be displayed to visitors viewing the Events Details. 
 
 Address 1 Field – The Administrator enters the street address of the payee address for the 

event in this field. It will be displayed to visitors viewing the Events Details. 
 

 Address 2 Field – The Administrator enters the street address of the payee address for the 
event in this field. It will be displayed to visitors viewing the Events Details. 

 
 City, State, Zip Field – The Administrator enters the City, state and postal code of the payee 

address for the event in this field. It will be displayed to visitors viewing the Events Details. 
 

 
 

 Pay Online Radio Button – By selecting Yes or No, the Administrator indicates whether 
visitor registrants can pay online using their credit card. 

 
 Pay By Mail Radio Button – By selecting Yes or No, the Administrator indicates whether 

visitor registrants can pay online using their credit card. 
 

 Pay At Event Radio Button – By selecting Yes or No, the Administrator indicates whether 
visitor registrants can pay at the event. 

 
 Pay On Account Radio Button –  FUTURE IMPLEMENTATION 

 
Who to Contact For More Information Details 
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 Name – If there is a personal contact available to visitors who need additional information, 

the Administrator enters his/her name here. 
 
 Phone & Extension - If there is a personal contact available to visitors who need additional 

information, the Administrator enters his/her phone number here. 
 

 Email – If there is a personal contact available to visitors who need additional information, 
the Administrator enters his/her email address here. 

 
Other Options Details 

 
 

 Allowable # of Days Prior to Event Date to Cancel or Change to Registration Field – 
Many organizations allow cancellations up to a specific number of days before an event is 
scheduled to occur. If  the Allow Customer to Edit Submitted Orders radio button is selected 
as Yes on the Event Features Management page, the Administrator may wish to set a number 
into this field in order to prevent last minute cancellations and updates for the specific event.  

 
 Event Limit Field – The Administrator enters the limit of attendees into this field. If total 

registrants exceeds this limit, new registrants will not be able to signup. Instead they will 
receive a message indicating the event is sold out 

 
 Require Entry of Registrant Names Field – When selected as Yes, the system displays 

fields to enter attendee names. 
 

 Send Response Notification Email To Field – If an email address is included in this field 
and a Broadcast Template and Recipients list was created using the Broadcast Feature and 
then selected in the Response Notification Template field of the Events Features 
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Management page then the email address entered here will receive a notice each time a new 
registration is entered. 

 
 Reporting Class Field – This field is used as a filter for reports based on reporting classes 

usually set up by committee or chair responsibility (For example, events, communications, 
membership, etc.). Provided Reporting Classes were entered in the Reporting Classes 
Management page, a selection list will be available here. 

 
Registration Types & Fees Detail 

 
The description fields of the Registration Types and Fees Detail are filled by default for the 
convenience of System Administrators. The defaults can be changed from the Items Management 

page which is reached by clicking in the Item Update Icon Link  - Logic is used to determine 
whether certain items should be displayed to a logged in visitor. For example, a logged in visitor 
who had membership type status would see the Member Registration Type, the Guest Registration 
Type and the Member’s Employee Registration Type, if they were active, but would not see the 
Non-Member selection because it would not apply. Logic for each Registration Type can be changed 
by the Administrator on the Items Management page. Items can be added by clicking on the  
below the checkboxes. 
 

 Include Checkbox – The Administrator can check and uncheck the boxes by clicking on 
them. A checked box indicates active status, in which case a visitor will be able to signup for 
the checked item when registering for an event. 

 
 Description Field – The Description Field displays a purchasable item at registration signup 

and can be updated to display registration types to visitors when they register for an event on 
the public portion of the website. 

 
 Cost Field – This field is for FUTURE IMPLEMENTATION. 

 
 Price Field – The Administrator enters the price of an event type in the Price Field. 

 Item Update Icon Link  -  
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Record Details 

 
 Created By Field – Indicates who entered the record 

 
 Modified By Field - Indicates who last modified the record. 

 
 Active Field – The Active Field can be set to Yes or No. When set to No, the event will no 

longer be displayed on the visitor (public) portion of the website. It also will be excluded 
from search results on administrative pages unless the Include deactivated records in search 
results box is checked.  It does not delete the record but tags the record so it will be filtered 

from display.  
 

 Expires Date Field – The Expires Date Field provide for the input of a date, after which the 
event will no longer be displayed on the visitor (public) portion of the website. It does not 
delete the record but tags the record so it will be filtered from display. 

 
 Chapter ID Field – Indicates the chapter of the user who entered the event record. This field 

is applicable on multi-chapter versions of PORTALPRODIGY. 
 

 Topic Field – The Topics Field contains a selection list based on entries made on the Events 
Topics Management pages. Topics determines which events are grouped together in the 
Events List on the public portion of the website. 

 
 Level Field – The Level Field is applicable to multi-chapter synchronous installations of 

PORTALPRODIGY where levels, such as National, Regional, State and Local are4 used to 
filter the display of records. 

 
 Private Fields – The Private Field can be set to Yes or No. Selecting No indicates that the 

event record may be displayed to all visitors. Selecting YES indicates that only visitors with 
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appropriate privileges may view the event record and causes the Security Groups selection 
box to be displayed at the bottom of the Events Management page. Clicking to check the 
corresponding check box(es) permits specified group members to view the discussion record 
on the public portion of the website. 

 
Links 

 
 View Event Orders Link-  

 
Clicking on the View Event Orders link accesses the Event Registrant page which reports 
each individual registration order including the number of attendees by Registration Type. 
 

 View Event Registrants 
Clicking on the View Event Registrants link accesses the View Registrants page which lists 
all attendees registered for an event. 
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Buttons 
 

 
 

Clicking on the Process Fulfillment button automatically fulfills all the event 
orders processing the purchase data to the general ledger and closing the ability to update the order 
and purchase record. If the Post Orders Radio button is selected on the Events Features Management 

setup page, orders will not post until the button is clicked.  
 

 Saves the data entered into the Event Record fields. 
 

Deletes the Event Record 
 

 Prints the website page to the visitor’s local printer. 
 

 Accesses the Report Menu  
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Causes a notice to be broadcast based on the Broadcast Template and Recipients list 
created using the Broadcast Feature and then selected in the Auto Broadcast field of the Events 
Features Management page. 
 

 Closes the page without saving or updating values. 
 

 Closes the page and prompts the visitor to save the data. 
 

1.3.3 Event Items Management Page 

 
 

 Feature Field – This field automatically defaults to Events and cannot be changed. 
 
 Features Record ID – This is an autofill field and indicates the ID number of the Event this 

item is linked to. 
 

 Type – Defaults to the value Item. The other values such as discount or adjustment should 
only be selected if administration is seeking to track such items and wishes to make them part 
of the order. 

 
 Item Name – This is a descriptive label that may be edited by the Administrator. 

 
 Price – Administration enters the amount that visitors are to be billed for this item. 
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 Cost – FUTURE IMPLEMENTATION 
 

 Default Item Radio Button –  
 

 Count as Registrant? Radio Button – Selecting Yes indicates the item is to count as a 
registrant. Selecting No indicates the item is not to count as a registrant. Items such as 
parking, training materials, meals should have this button set to No. When an item is set to 
Yes and counted as a registrant it contributes to calculations which determine User Limits and 
Item Limits. 

 
 Restriction Rules Radio Buttons – One Restriction Rules radio button can selected for each 

item. 
o Anyone Can Register – Allows any security level visitor to register for item. 
 
o For Members Only – Allows only users with Member Member Type assigned to 

their login (Contact Record). 
 

o Must be Member to Register Others – Allows only users with Member Member 
Type assigned to their login (Contact Record). This is used so members can, in 
addition to themselves, sign up multiple attendees such as spouse, employees and 
guests. 

 
o For Non-Members Only – Makes item available only to logins not assigned Member 

Member Type 
 

 User Limit – Administrator sets this to limit the number of units of this item a single user 
can purchase or signup for. 

 
 Item Limit - Administrator sets this to limit the number of units of this item that can be 

purchased.  
 

1.4 Feature Administration 
 
Implementing the Events Features involves the following steps: 

 
 Create  an Events Auto Broadcast Template 
 Prepare a Response Notification Template 
 Prepare a New Event Announcement Template  
 Activate the Events Feature 
 Add Link to Side Menu 
 Add Events Mini Browser 
 Create Topic Categories 
 Setup Acceptable Online Payments 
 Enter Events  
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1.5 Tutorials 
The following tutorials describe how to create and manage events and associated activities. 

1.5.1 Preparing Auto Broadcast Template 
 
Detailed instructions for using the Broadcasting Feature are located in the chapter titled 
Broadcasting Features in Detail.  
 
The Auto Broadcast message is delivered when a visitor registers for a specified event if the feature 
is turned on in Event Features Management. Variable Data from the specific event is inserted into 
the template and delivered to the registrant for the purpose of confirming registration.  
 
Sample Events Broadcast Template 
 

 
 
 

1.5.2 Preparing Response Notification Template 
 
Detailed instructions for using the Broadcasting Feature are located in the chapter titled 
Broadcasting Features in Detail.  
 
The Response Notification message is delivered when a visitor registers for a specified event if the 
feature is turned on for that event. Variable Data from the specific event is inserted into the template 
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and delivered to the recipient designated in the  field 
on the Event Management page for the specific event. 
 
Sample Response Notification Event. 
 

 
 

1.5.3 New Event Announcement Template 
 
Detailed instructions for using the Broadcasting Feature are located in the chapter titled 
Broadcasting Features in Detail.  
 
The New Event Announcement message is delivered when an Administrator clicks on the 

 button on a specific event’s Event Management page and then selects the template and 
the appropriate recipients. Variable Data from the specific event is inserted into the template and 
delivered to the recipient list for the purpose of announcing the event.  
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1.5.4 Activating the Events Feature 
Click on the Features Management link in the Site Management column of the Administration 
Menu. 

 
Click the box next to the Events label on the Features Management page to activate the Events 
Feature. Click on the Events link to access the Events Feature Management page. 
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Events Feature Management Page 

 
 
Select the appropriate Post Orders radio button. 
 

 Post Orders Immediately Radio Button – Event registrations will be posted to the general 
ledger immediately and visitors nor administration will not be able to update or delete their 
orders. This is NOT a recommended setting. 

 
 Post Orders on the Date of Event Radio Button – Event registrations will be posted to the 

general ledger on the day of the event and visitors nor administration will not be able to 
update or delete their orders after the date. This is NOT a recommended setting. 

 
 Post Orders on the Manually Radio Button – Event registrations will be posted to the 

general ledger on the when administration clicks the  button located on 
the Events Management page. This is the recommended setting. 

 
Select the appropriate Allow Customer to Edit Submitted Orders radio button. 
 

 YES Allow Customer to Edit Submitted Orders radio button –  Selecting Yes for this 
radio button allows visitors to update their registration order up until the date limited by the 
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setting in the field of the specific Event’s Event 
Management page. 

 
 NO Allow Customer to Edit Submitted Orders radio button – Selecting No for this radio 

button prevents visitors from updating their registration order once it is submitted 
 
Select an Auto Broadcast template 
 

 
The Auto Broadcast message is delivered when a visitor registers for a specified event if the feature 
is turned on in Event Features Management. Variable Data from the specific event is inserted into 
the template and delivered to the registrant for the purpose of confirming registration.  
 
Select a Response Notification Template 
 
The Response Notification message is delivered when a visitor registers for a specified event if the 
feature is turned on for that event. Variable Data from the specific event is inserted into the template 

and delivered to the recipient designated in the  field 
on the Event Management page for the specific event. 
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1.5.5 Adding Link to Side Menu 
Click on the Features Management link in the Site Management column of the Administration 
Menu. 

 
Click on the Menu Builder link located on the Features management page. 

 
Click on the button on the Search for Menus page and click on the menu title for the menu 
you wish to add the events link. 
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Click the button on the Menu Builder page. And enter the desired values. 

 
See the chapter titled Menu Builder in Detail for more specifics regarding the setup of links on 
menus. 
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1.5.6 Adding Events Mini Browser 

 
Visitors can click on the Events link in the side menu to access a list of events and Administration 
can command a Mini Browser to be built automatically on the home page so the list of events can be 
viewed there. 
 

Click the  radio button on the Greetings Management 
page (Accessed by clicking Greetings in the Content Management column of the Administration 
Menu) to Yes. 

 
 

1.5.7 Creating Topic Categories 
Topic categories should be used if the user organization schedules large numbers of events. The 
Topic categories can help organize the display of long lists of events based on areas of interest. 
Access the Topics Management page by clicking on the Topics link on the Event Features 
Management page. 
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Add new topics by clicking on the Add New Topic link 
 

 
Topics can be selected when entering Events so that they organize for display. 
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1.5.8 Entering Events 

 
Click on the  icon to access the Events Management page. 
 

Add Icon - Activates the Add a New Event function. 

Browse Icon - Accesses the Search for Events function. 
 
Enter data into the page and save. See the section of this chapter titled Components for details. 

 

Page 36 of 36 


	1.1 Introduction 
	1.2 The Visitor Experience 
	1.2.1 Viewing Events 
	1.2.2 Registering for an Event 
	1.3 Components 
	1.3.1 Search for Events Page 
	1.3.2 Event Management Page 
	1.3.3 Event Items Management Page 

	1.4 Feature Administration 
	1.5 Tutorials 
	1.5.1 Preparing Auto Broadcast Template 
	1.5.2 Preparing Response Notification Template 
	1.5.3 New Event Announcement Template 
	1.5.4 Activating the Events Feature 
	1.5.5 Adding Link to Side Menu 
	1.5.6 Adding Events Mini Browser 
	1.5.7 Creating Topic Categories 
	1.5.8 Entering Events 

	 


