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STEP 1

Click on Events

STEP 2
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Welcome! We're here to serve you.

Use the links on the left to:

¢ Browse our list of upcoming Events and Classes
¢ Update your profile by clicking your name in the top right an
* Take a look at the legislative issues we're tracking, read our
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https://cxsba.engagifii.com/

STEP 3

Click on Add Event

STEP 4

S

4 AllEvents

Events c v

Search Events

Q  Status Type

6 MSBA 51st Annual Confer... e Confert

Type the name of your event
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STEP 5

Click on dropdown arrow to select your event type

>

> r
o] 9 All Events ) - [ Show |
> G Event Name * Event Contact(s) m

Summer Conference|

Event Type *

[ Select v ]

Default Price For All

Detailed Price Configuration

@© Single Day Event* £ Choose Day

O Multi-Day Event

2akers

Add Classes to Events ()

STEP 6

Select your event type from the list or add a new type

Event Type *

Conference

Select Event Type

Type to filter...

Conference

O Golf Outing

O Membership renewal

akers

O New Board Member Orientation
O Workshop

Add New Event Type
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STEP7
Click on Single Day or Multi-Day Event
\¥ 4

Summer Conference

Event Type *
Conference v

Default Price For All

. Detailed Price Configuration

ipeakers

QO Single Day Event

1%
4

@ Multi-Day Event® BN R0 6]

Add Classes to Events @

\Q‘ To set up more details related to this event, please select the 'Save and

| Configuration >

Favorites Search Events

STEP 8

For Multi-Day, add your dates and times

Multi Day Event

@ Add Event Date and Time

Q  Status

ay Name Start Date Start Time End Time

Day 1 11/10/2023 i
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STEP 9
Click on Add Event Date and Time to add additional dates/times

Multi Day Event

'. Add Event Date and Time|

Day Name

Start Date

Day 1 07/19/2024 &

STEP 10
Type "Day 2"

Multi Day Event

@ Add Event Date and Ti

Day Name Start Date Start Time

Day 1 07/19/2024 =] 7 & 00

ay Name. Start Date Start Time
Day 2 07/20/2024 7 : 00

o (D
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STEP 11

Click on Save when finished adding your dates

Cancel

STEP 12

Click on Select Event Contacts to add a contact for your registrants to reach
out to with questions.

‘ Show Upcoming Events ‘ Page [1/2] [

Event Contact(s) | B EEEA AN CHE

@ Event Contact(s
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STEP 13

Select your event contact from the dropdown

[ Show Upcoming Events J Page [1/2] of 12 Records < >

‘ation

JPM

STEP 14

Click on Save
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SR NIE SN & Select Event Contacts
0 Dean
Type to filter...

Email: Deananalystcxsba@yopm
Phone: 88877 O Select Al

Event Contacts

Position: Legislative / O €) cCrescerance Admin
& €) Dean Martin

Department: Associatio

Event Contact Type:  gglect O €) kim

O €) Howard Hughes

berly King

TF

Sat, Jul 20, 2024 at 7:00 AM to 5:00 PM

Cancel Save
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STEP 15

Click on Save & Continue when you are finished with your initial event set up

ottom right.

Close Save & Continue’ v

Location Class

AM - WED FEB 22,2023 - 05:00 PM n ﬁ

STEP 16

Click on Edit to continue setting up your event

0 Crescerance Admin v

EZm

ils  Settings
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STEP 17

Click on This event requires Registration to set up the registration process

on

zvents

nt Speakers

ibitor

iues

ms

ation

? Event Schedule

Day 1
Fri, Jul 19,2024 at 7:00 AM to 5:00 PM

Registration Details & Default Settings

[ This event requires Registration]

Contacts

Day 2
Sat, Jul 20, 202

STEP 18

and Configuration

> 0 Dean Martin
Email: Deananalystcxsba@yopmail.com

Phone: (888) 777-6666

Drag highlighted element
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o) MyArea®

EF Relationships

£ Communication B
@ Library »
$ Revenue >
2 Legislation
§ Events

W AlEvents

& Event Speakers
§2 Exhibitor
Q Venues
§ Rooms
B Accreditation

0 settings and Configuration >

0 Crescerance Admin v

# Home | § Evenis | § AlEvents / 4 EventDeta
6 Summer Conference x
Event Type: Conference ¢
&0
& # Edit

General  Sessions  Bundles  Registration &Pricing  Participanis  Accounting Details  Settings

Event Schedule

Day 1 Day2

Fri, Jul 19,2024 at 7:00 AM to 5:00 PM Sat, Jul 20, 2024 at 7:00 AM to 5:00 PM

Registration Details & Default Settings

This event requires Registration

Contacts

n Dean Martin

Email: Deananalystcxsba@yopmail com
Phone: (888) 777-6666
Position: Legislative Analyst

Department: Association Staff
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STEP 19

If you have a registration limit enter it here. This may be dependent on your
venue or room settings

Events

:nt Speakers

Registration Details & Default Settings

ribitor

@ This event requires Registration
ues
oms Default Workflows K@)

Set a limit for number of registrants
tation >

‘ 1500 ‘

; and Configuration >

Registration Dates

11/10/2023 2:58 PM O - MM/DD/YYYY

Default Price For All

$0 Detailed Price Config

STEP 20

Enter registration dates and times

Set a limit for number of registrants

1500

Registration Dates

11/10/2023 6:00 AM © - 06/28/2024 9:00 PM ©

Default Price For All

S0 Detailed Price Configuration

Event Details

Description

o Paragraph v A v .v B I U S x? X, -, =

2— c—
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STEP 21
Enter a default price or leave blank to set pricing rules

Set a limit for number of registrants

1500

Registration Dates

11/10/2023 6:00 AM © - 06/28/2024 9:00 PM (0}

Default Price For All

30 Detailed Price Configuration

Event Details

Description

<> ¢?»  Paragraph v AvBvy B I U S x® x, ;= v =

STEP 22
Type your event description in the text box
Tag(s): +

Add Classes to Events
Other Details

© > | Paragraph vIAvBAvy B I U S XX ;Z2viZv == Alv Ay =v B

Contacts {3 Select Contacts
0 .
Dean Martin

Email: Deananalystcxsba@yopmail.com
Phone: (888) 777-6666

Position: Legislative Analyst
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STEP 23

Upload an agenda for your event

06/28/2024 11:30 PM Q
d nfiguration
Iv[B I U S x? % ;=viZv|=E = Alv Av|EviBvE-BE~Y@ — |8
STEP 24

Toggle on Add Classes to Events if you need to tie-in credit earning classes

nd Configuration >

WWW.REALL YCRATSITE.COM

Upload Event Agenda Upload PDF I

Add Classes to Events
Other Details

Paragraph v  AvBvi B I U S x* %X, |1= v |
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STEP 25

Once you have the event set to your liking, click on Save

& Save v
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