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STEP 1

Click on Community Settings in the site admin toolbar.
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STEP 2

Click on Manage Events
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STEP 3
Click on Add Event
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Enter the Event Title
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STEP 5

Choose your Event Type. Choose from either Outside Registration -
Education OR Outside Registration - Social depending on what your event is

for.
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STEP 6

Determine if you want your event to always display in your events list or if you
want to hide it after the end date, then choose the appropriate option.
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STEP 7
Determine if you want your event to always display in the search results or if
you want to hide it after the end date, then choose the appropriate option.
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STEP 8

Add in a detailed event description.
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STEP 9
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STEP 10

Set up the Date and Time information for your event.
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STEP 11

Update the location information for your event. You can choose in-person
with a physical address, online with log in instructions, or an hybrid event and

choose both options.
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STEP 12
When choosing an in-person event with a physical address, these are the

options that will populate. If your event is online, you can disregard this ste
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STEP 13

When choosing an online event, these are the fields that will populate. Update
with your external registration link and any additional log in instructions you
would like to provide your event attendees.
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STEP 14

Enter in the Contact Information for the event.
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Add in the external registration URL.
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STEP 16

These are the email templates populate when choosing the Outside
Registration Event Type. Site admin should only change the email template to
"do not send" if they wish to not send that specific email.
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STEP 17

You have the option to "Send Invitations" once the event is created. If you wish
to send the invitations when the event is created, toggle the option to yes. If
you wish to create the event & send invitations at a later date, leave the option

toggled to no.

Itis typically recommended to set this to “no” and to send emails after verifying the public
site is rending the way you want and contains all event details. Also, if you are adding
registration choices or session categories, invitations should be sent after those have

been added.
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STEP 18

Click on Save.
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Never miss a step again. Visit Tango.us



https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

