How To Create An Event (Part 4) - How To Record

Participations on an Existing Event

Ver. 1.1

3/19/2019

1. Log in to Advance.

2. Use the Lookup tool u to find your Event or continue with the Event you started in
How To - Create An Event (Part 1 and 2.) (See How To - Look Up An Event on
aits.uark.edu if you need assistance.)

3. Your Event should look something like this:

Event

Overview

Detail

Event Tree

Codes

Clone

Fees 1
Gifts

Honorees

Invitations 1
Manage Wait Lists

Mass Assign

Mass Refund

Mass Registration
Organizers 1
Participants 58
Participants (Cancelled)
Participation Update
Payments
RSVPs/Registrants 58
Registrations (Cancelled)
Registration Update
AWC Registrations
Resources

Sponsors

Tasks

Vol staff

Event Actions  Print
Chris's Event-A-Palooza #2704
Type Awards and Honors Venue University House
Status Active Start Date 03(23/2015 6:30 AM
Stage Invitation Stop Date 03/23/2015 7:30 AM
Purpose Appreciation/Recognition
URL

Invitee Count
Invitee Dedined Count
Invitee No Response Count

Invitation Count
Invitation Declined Count
Invitation Mo Response Count

RSVP/Reqgistration Overview (1002738)

RSVPs/Registrations 5%  Planne
RSVPs/Registrations Cancelled 0 Cancellad Participants

Registration Fees & Gifts Overview (100279)

Planned Participation Overview (100280)

Participants Attended 0 Particijants No Show

Participants Walked Up

Total in Attendance
a

App ID: 90068
Page ID: 50100
Usar: cmfarTi

Dl arn i

7 1

NOTICE: There are no participants yet. Currently there are 46 Invitations, 57 Invitees and 58

1| Page

Registrations.
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4. Notice that Participants in the Nav Tree show that you have 58. These are NOT
participations, these are registrations/RSVPs. It’s weird, but there you go.

Event Participants Actions  Print
Chris's Event-A-Palooza #2704
Overview Type Awards and Honors Venue University House
. Status Artive Start Date 03/23/2015 5:30 AM
Detai Stage Invitztion Stop Date 03/23/2018 7:30 AM
Event Tree Purpose Appradation/Recognition
Codes URL
Clone Participants (72033)
Gifts Items[l  |to210f58 @www
Honorees Reg ID Participant Status Registered By Reg Status | Tickets
Invitations 1 35279 = RSVPed/Regis..
Manage Wait Lists 85273 RSVPed)Regis.
:355 ‘I:Z‘}'g:l 85244 RSVPad/Regis...
ass Relund. 85242 RSVPedRagis.
Mass Registration i
) 85252 NOT RSVPed/Regis...
[ partcipants s | 51 PARTICIPANTS! sy
Partidpants (Cancelled) egl-s...
Participation Update 85259 RSVPed/Regis...
Payments 85243 RSVPed/Regs...
RSVPs/Registrants 58 85256 RSVPad/Regis...
Registration Update 85269 RS\Pad/Regis...
AWC Registrations 85261 RSVPed/Regis...
Resources 85258 RS\VPed/Regis...
Sponsors 85263 RSVPed/Regis...
Tasks 85272 RSVPed/Regis...
Vol/staff 85245 RSVPed/Regis..
85231 RSVPed/Regis...
85232 RSVPed/Regis...
85247 1 RSVPed/Regis...
Puricipants 58 Tickets REVPed/Regis,
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5. Click Participation Update from the Nav Tree.
6. Change your r\’ew Participation Status to Attenlded (with prior registration.)

Event Mass Update Participation Ste tus
Chris's Event-A-Palooza #2704
Overview New Event
il Type Awards and Honors Venue Univarsity House
Detai Status Active Start Date  5:30 AM03/23/2019
Event Tree Stage Invitztion Stop Date  03/23/201% 7:30 &AM
Codes Purpose Appradation/Becoanition
URL
Clone
Fees icipati *
- New Participation Status | B |E Attended (with
Gi prior registration )
Honorees Participation Status Filter [ 2 ﬂ
Invitati iCi|
rvitations Update Acfions Help
Manage Wait Lists — —
Mass Assign |#|| RegID Name [farticipation Status
Mass Refund [+ —
Mass Registration |##|
Organizers 1 [+
Participants 58 [
Partidpants (Cancelled) W
|Par|:ici|:_ratiun Update | I;I
Payments -
RSVPs/Registrants 53 o
Registrations (Cancelled) )
Registration Update Ll
AWC Registrations [+
Resources ||
Sponsors 3l
Tasks 7]
Vol/staff @
-
Y
Ann

7. Click the top check-box if you want to update all Invitees. Click indlividual check boxes
if you want to update a single Invitee.
8. Click Update.
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9. Click OK.

uarfaytrainl.

Mass Status Update - Are

ure you want to update 58 participant(s)?

| Cancel |

10. Click on the Overview of the Nav Tree.

Event

Detail

Event Tree

Codes

Clone

Fees

Gifts

Honorees
Invitations
Manage Wait Lists
Mass Assign

Mass Refund
Mass Registration
Organizers
Participants

Payments

Resources
L_Sponsors

1
5B

Participants (Cancelled)
Participation Update

RSVPs/Registrants 58
Registrations (Cancelled)
Registration Update
AWC Registrations

Event Actions  Print

Chris's Event-A-Palooza #2704

Type Awards and Honars Venue University House
Status Active Start Date 03/23/2015 6:30 AM
Stage Invitation Stop Date 03/253/2019 7:30 AM
Purpose Appradation/Recognition
URL

Invitations Overview (100277)
Invitation Count 46 Invitee Count 57
Invitation Dedined Count 0 Invitee Dedined Count 0
Invitation Mo Response Count o] Invitee Mo Response Count o]

RSVP/Registration Overview (100278)

RSVPs/Registrations
RSVPs/Registrations Cancelled

5% Planned Participants 58
0 Cancelled Participants 0

Registration Fees & Gifts Overview (100279)

0,00 Due
0.00 Gifts

Planned Participation Overview (100280)

Partidipants Attended 53 Partidpants No Show 0
Participants Walked Up 0

Total in Attendance

4| Page

? 58

NOTICE: There are now 58 Participants.




