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STEP 1

Click on Events

{} Communication >
a Library y
$ Revenue >
/. Legislation y
4 Events ,
[ Accreditation N

) , Welcome to the Association! We're here to serve you.
4} Settings and Configuration >

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 and choo:
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STEP 2

Click on Venues

4 Events v I

4 AllEvents

Welcome to the Association! We're here to serve you.
& Event Speakers

ﬁg Exhibitor Use the links on the left to:

« Browse our list of upcoming Events and Classes
Q Venues = Update your profile by clicking your name in the top right and choo:
« Take a look at the |egislative issues we're tracking, read our team's

H Rooms

[ Accreditation >

% Settings and Configuration >

STEP 3
Click on Add a Venue

# Home 4 Events  Q Venues

>
> @ vee: (D

, Favorites Search Venue Q City/State h
> . - .
- * %’; Georgia School Boards As...  Lawrenceville GA
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STEP 4

Type in the name of the venue.

| am searching for The Gathering Spot ATL

# Home / 4 Events ' Q Venues

>
o 0 Venues

on >

? Location * s pesterce 401 Q) -
2 o CE L
g
)

The Gather

The Gathering Spot ATL Northyards Boulevard Northwest, Atlanta, ...

The Gathering at South Forsyth Union Hill Road, Alpharetta, GA, ... o

The Gathering Place Community Center Bryant Street, Union Cit.... i

9
A4
¥ The Gathering Place Atlanta Brady Avenue Northwest, Atlanta, GA, ... 9
Q
9

The Gathering Board Co Holly Springs Parkway, Holly Springs, GA,...

powered by Google
eakers . Contact(s) [CRETTE T Y

STEP 5
Select your venue.

# Home / 4 Events ' Q Venues

>
[s] 0 Venues

on >
g Hy s
’ Location * sdnpesserced @
b § °= CCE TR O |
‘ The Gather] ! ;
> & Ceryal
1‘.& Ie
[ ¥ The Gathering Spot ATL Northyards Boulevard Northwest, Atlanta, ... 0
> . A George Test Camgue
' The Gathering at South Forsyth Union Hill Road, Alpharetta, GA, . Qe e  Tacration Conir
7 The Gathering Place Atlanta Brady Avenue Northwest, Atlanta, GA,. piesQ .
v d
' The Gathering Place Community Center Bryant Street, Union Cit. .. E-,_ u=
p Sl
s ¥ The Gathering Board Co Holly Springs Parkway, Holly Springs, GA, ... ' '
powered by Google
eakers AUUress Line £ (TRESON & Select Conta

Al 4 Chnba
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STEP 6

The Venue information will populate.

brary ’ Location * iy S ; icn s
: T 1
Y ?
¢ ¢ 7

The Gathering Spot ATL

evenue > ; oo il o iy
Building Name 8 5
2gislation > A =
The Gathering Spot ATL Y 2L ;
9 Locatién not added yet!
vents ~ %
Address Line 1 ¢ ] L
Y [ A Lt o
s SR e =}
r All Events 384 Northyards Boulevard Northwest o~
L Event Speakers Address Line 2 [LUELON & Select Contact(s)
Downtown Atlanta Fulton County
g Exhibitor
City * State *
} Venues
Atlanta GA Q Contact(s)
i Rooms )
N Country * Zip*
cereditation N United States 30313

Special Direction

ettings and Configuration >
Special Direction

STEP 7

If you have a contact associated with this venue you can use this to add them
here.

CitedH
i M Beggs Deargia
Geory o Tech Carmgie . ] <
& SECEEHiON CaThY Qh.juruu Cerlz Tr:-[r:ggcul y
4 0 Faiy; Dimeg B2t Tz '8 onoicgy |, w
0 4 : H Mz Sieasn 8 Cough Undaigeaduel:
y 8 ":.i Sorzel of Irdustrol B Locati n nOt added yeto\_“r”]ﬁ;'m; §
§ A ﬁ::l;is‘&ajno - TanGre Jo _SqeTEILD
¥ Stutetronppg ¥ rc lech (v}
- Sadert Cameg
[ n

(LIEON| 4 Select Contact(s) ]

Q Contact(s)
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STEP 8

Click on Select Contact(s)...

cX.

®, My Area
% Relationships

£4 Communication
@ ubrary

S Revenue

A Legislation

§ Events

§ AllEvents

& Event Speakers
§ Exhibitor

Q@ Venues

H Rooms

[ Accreditation

>

o Settings and Configuration >

Favorites

o 0 Venues
o Location *

The Gathering Spot ATL

Building Name

The Gathering Spot ATL
Address Line 1

384 Northyards Boulevard Northwest
Address Line 2

Downtown Atlanta Fulton County

City * State *
Atlanta GA

Country * Zip*
United States 30313

Special Direction

Special Direction

Search Venue

Q  City/State

Page[11] [10 ~ | of SRecords ¢ > T A~

Select Contact(s)

| rvpe o fier. Q \

O select All

O €) Crescerance Admin
O €) Dean Martin

O €) Howard Hughes
O €) Kimberly King

Meeting Room  Total Meeting Space  Total Exhibiting Space  Largest Room Size  Events o

'

v

STEP 9

Click on Save

g Space Total Exhibiting Space

Largest Room Size

Events

Added

& Engagifii

m 10/14/2022
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STEP 10

If you have rooms to add to your venue , click on Rooms

¥ AllEvents : * e Indiana Convention Center  Indianap
& Event Speakers

: * Renaissance Atlanta Wave...  Atlanta ¢
§ Exhibitor
Q Venues .

. w* Zoom - Hosted Online Denver C
B Rooms

[ Accreditation >

% Settings and Configuration >

Canvrinht @ 2N22 FNCACIEI In~ - All Rinhte Racaruad | Drivasyu Palisu

STEP 11
Click on Add Room

# Home 4 Events [§ Rooms

> € oo ([EEED

Search rooms Q Venue

>
. i B E 8] i
. o Big Hall M- Georgia
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STEP 12

Type in the name of the room.

iips

:ation

ents
Speakers

itor

STEP 13

I

# Home

4 Events ' §

< @B Rooms

o

Room Name *

Rooms

m Ballroom #1]

Venue *

Location

Address Line 1

Address Line 2

Select the venue that the room is attached to.

iips

:ation

ents

Speakers

itor

o

Room Name *

‘ Ballroom #1 ]
Venue *

| -
Location

Address Line 1 Address Line 2

City Zip Country

Room Type

Room Access Instructions

Entry Code

Room Capacity*

Room Type

Room Access Instructions

Entry Code

Room Capacity®

Description

¢ ¢ | Paragraph
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STEP 14

The venue information will populate.

CcY. = [ Yo T—
# Home | § Events | Rooms
W MyArea N
E Relationships >
] Rooms Page(171) [10 ~ | ofSRecords < > T F v
£ Communication >
B Library > O Room Name™* Room Type
Ballroom #1 v
S Revenue H
Venue * Room Access Instructions
A Legislation H
The Gathering Spot ATL v
§ Events v
Location Entry Code
§ Al Events The Gathering Spot ATL
& Event Speakers Address Line 1 Address Line 2 Room Capacity™
§0 Exhibitor 384 Northyards Boulevard Northwe Downtown Atlanta Fultan County
Q Venues city Zip Country Description
B Rooms Atlanta 30313 United States 5 > Paragraph v AvBAv B I U § x*
State
B Accreditation >
GA
o} Settings and Configuration  »
Tags

STEP 15

Choose your room type.

Page [1/1] of 5 Records < > L

Room Type

Room Access Instructions

Entry Code
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STEP 16

Enter the room capacity. Please note that future events held at this venue
and room will need to be less than or equal to this capacity.

Entry Code

Room Capacity*

H 250

\ J

Description

¢ ¢>»  Paragraph v A v R B I U § x?

STEP 17

Click on Save

ym Type Layout Dimension in ft. Max Capacity

eting Rooms Select Type 100 X 300 500
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