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About this resource

As well as managing your contacts, the CRM provides an easy way for you to manage
events.

This includes everything from creating an online registration form, keeping track of
participants and sending email reminders to those who are or have attended your
events.

This resource explains how to create an event and manage participants, using the Civi
CRM.

Creating an event

e First, go to the ‘Events’ tab, and click on ‘New Event’. You will then see a screen where
you can fill in some of the event details.

e Choose the event type. You can choose any of the existing event types, or create a new
one simply by clicking on the spanner next to the field.
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e Select the Default Role ID: this is the role that you wish participants to be automatically
added as.
Usually this is set as attendee, as it is likely that anyone registering online or who you
will add after a phone call will be an attendee.
There are other options, such as volunteer, and you can add your own by clicking on the
spanner next to the field.

e The participant listing is set as disabled so that it is not used; this can be changed to
name only or name and address so that you can create publicly accessible lists.However,
to do this certain configurations would need to be changed.

e Add your ‘Event Title’ - this is a mandatory field.

e Event Summary and Complete Description are optional and it is up to you whether you
complete them or not.

e Add the start and end date and time of the training.
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e If there is a maximum number of participants you need to specify. If so, you can write
your own message to appear to those who try to register after the event is full.

e Are you going to promote the event on your website? If so,tick the public event box:

Start Date | 11/05/2017 5| Time | 11:00AM x
End Date / Time | 11/05/2017 Fm| Time | 04:00PM ®
Max Number of | 10 v

Participants @

Message if Event Is Full | This event is currently full. If you would like to be on the waiting list, please contact
© healthwatchcrm@healthwatch.co.uk.

Include Map to Event Location @

i Public Event @

Allow sharing through social media? @
Is this Event Active?

e By ticking Map to Event, you will have a map of the area show on the public page, and to
publish the event you need to tick the active box.

e Click on Continue at the bottom of the page, and you will be taken to the page where
you can configure your event.

e The first page asks for information such as the address of the training: you can either
create a new venue or use one already in the system.

e After you have saved all the settings you need to, click on Save and then move on to
Online Registration (unless you have an event you are charging for: this can be set up
under the Fees tab).

Online registration

e If you wish to allow online registration for your event, tick the box and the following
form will appear for you to create your webpage.
Configure Event - CRM New User Training

Event Links » Find Parficipants » e
Info and Settings | | Event Location || Fees | | Online Registration | | Schedule Reminders | | Tell a Friend

If you want to provide an Online Registration page for this event, check the first box below and then complete

Save Save and Done Cancel

Allow Online [l Online registration enabled?

Registration
Save Save and Done Cancel
Save Save and Done Cancel

Allow Online Online registration enabled?
Registration

Registration Link Text | Register Now Q
sStart Date | 12052017 [ Time | 11:00aM x
Registration End Dale | 12/05/2017 =0 Time | 03:00PM =
Register multiple Ue
participants?
O e

Same email address?
Duplicate matching rule | Name and Email (reserved) - Superwsed e

Pending participant (7]
expiration (hours)
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Depending on the event that you are hosting, you may wish to allow multiple participants
to register or require each attendee to register themselves.

The duplicate matching rule works on the same basis as in other areas of CiviCRM by
choosing Name and Email the system will look to see if your participant already has a
contact record. If they do, then the event will be added to their record, if they don’t, a
new record will be created.

Further down, you can add introductory text (including pictures), text/pictures at the
bottom of the page, and profiles.

~ Registration Screen

Introductory Text | I

Introductory message / instructions for online event registration page (may include HTML formatting tags).
Footer Text &
Optional footer text for registration screen.

Include Profile | - select - v | Edit || Copy || Create |

(lop of page) Include additional fields on this registration form by selecting and configuring a CiviCRM Profile fo be included at
the top of the page (immediately after the introductory message). @

. Edit || Copy

Include Profile | - select -

(bottom of page) Include additional fields on this registration form by selecting and configuring a CiviCRM Profile to be included at

the bottom of the page
+ add another profile (bottom of page)

Profiles are the fields you use to ask your participants for details before they register: if
you already have profiles created, they will drop down in the field.

If you would like to create a new one, click on create.

You can choose which fields you have, and then drag and drop from the list on the right
onto the space on the left.

> Edit Profile o

+ Save 8 Preview

Contact Type: | Individual

Participant Registration s

Individual Prefix | Individual: Individual Prefix
First Name | Individual: First Name

Search Fields
Open All | Close All

&l Individual
Last Name | Individual: Last Name Address Name
Addressee
Email | Individual: Email (Primary) Addressee Custom
City

Street Address | Individual: Street Address (Primary)

Suppl | Address 1 ‘ Individual: Supplemental Address 1 (Primary)

City | Individual: City (Primary)

Postal Code [ Individual: Postal Code (Primary)

Phone ‘ Individual: Phone-Phone (Primary) ‘

Next, you can choose whether to have a confirmation screen for your participants, a

Communication Style
Contact Subtype
Country

Do Not Email

Do Not Mail

Do Not Phone

Do Not Sms

Do Not Trade

Email

Email Greeting

thank you email, and if you would like to send a confirmation email.
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~ Confirmation Screen

@® ves O No
Optionally hide the confirmation screen for free events.

Use a confirmation
screen?

Title * | Confirm Your Registration Information

Page title for screen where user reviews and confirms their registration information.

Vs

Introductory Text

Optional instructions / message for Confirmation screen.
Footer Text ‘ I

Optional page footer text for Confirmation screen.

~ Thank-you Screen

Title * | Thank You for Registering

Page title for registration Thank-you screen.

Introductory Text ‘ s

Optional message for Thank-you screen (may include HTML formatting).
Footer Text ‘ &

Optional footer text for Thank-you screen (often used fo include links to other pages/activities on your site).

~ Confirmation Email

Send Confirmation © Yes @ No - - _ . ) .
Email? Do you want a registration confirmation email sent automatically to the user? This email includes event date(s),

location and contact information. For paid events, this email is also a receipt for their payment.

e In all the text fields, you can also insert pictures and change fonts as you wish.

e Next, you can click ‘Save and Done’. If you then return to the Info and Settings tab, you
will find that an online address has appeared.

¥ Public Event @
Allow sharing through social media? @
Is this Event Active?

When this Event is active, creale links fo the Event Information page by copying and pasting the following URL:
hiips#demo._healthwatchcerm co.uk/ecivicrmieventinfo?reset=1&id=18

e This is the url that you need to add to your website to have participants sign up.

¢ You can then test your online page by going to the ‘Manage Events’ pages, and selecting

your event
¢ All
Event City County Type Public? Starts Ends Active?
CRM New User Training (ID: London Training  Yes May 11, 2017 11:00 May 11, 2017 4:00 Yes Configure »
18) AM PM Participants »

Event Links »
more »

e Click on Event Links, and you will have the option of testing the site.

Active ¢

17T 4:00 Yes Configure »
Participants »
Event Links »

Registration (Li
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e Go to Registration (Test-drive) and your site will appear.
Please bear in mind that if you test-drive it from your own CRM account your name will
appear in the fields automatically.

If you would like to view it as a member of the public would see it, it is best to copy the
url onto a different browser.

ZRM New User Training

When  11th May, 2017 11:00 AM to 4:00 PM

Location  Skipten House
80 London Road
London, SE1 6LH

Contact Phone: 0800 828 8288
Email: healthwatchcrm@healthwatch.co.uk

Register Now

= mem

Help spread the word

Please help us and let your friends, colleagues and followers know about our page: CRM New User Training
oa| o Son Up to s what your ends e

You can also share the below link in an email or on your website.
https:/fdemo.healthwatchcrm.co.uk/civicrm/event/info?id=18&reset=1

Promoting your event

e You can see the links you have enabled through ticking to share on social media.

e Thereis also a ‘Tell a Friend’ tab on the events configuration page. However, you need
to leave this disabled as the CRM captures the information of anyone the event is
forwarded to through this function, and you do not have permission to store their data.

Scheduled reminders

e You can use schedule reminders to send automated emails at a certain time before or
after the event. For example, you could send:

o areminder to all volunteers seven days before the event,
o areminder to all participants 24 hours before the event,
o a thank you to the volunteers 24 hours after the event.

e You can have more than one scheduled reminders for each event. For each scheduled
reminder, click on ‘Add Reminder’

£ New Scheduled Reminder

Record activiy for
‘automated emad

rapear ) Enable repeiiiion

M Send email

Use Tempiate | select i~

Subfect | Remindes - CRI Training

» HTML Format

» Piain. Test Format

Save As New Template

e Add a title, decide who the recipients should be, and when to send it.
e You can send the reminders more than once by ticking Repeat.

e To send an email you can either use a template that has already been set up, or create
one using HTML or Plain Text.




Creating and managing events

Registering participants

There is more than one way to register a participant for an event, but the easiest way is
to use the link on the Events menu at the top of the screen.

Search | Contacts - Mailings | Cases | Reports | Administer | Support

Dashboard
Register Ewent Participant

Find Participants
Event Reports

New Event
Manage Events

On clicking ‘Register Event Participant’ you will see a new screen which allows you to
register participants.

New Event Registration

Save and New Cancel

Contact= | Smith, Jane Q
Event ® CRM New User Training Q
Participant Role ID * * Aftendes v | &
Registration Date * | 09/05/2017 FEl Time |0221PM R
Participant Status ID * | Registered v | &

Event Source

Source for this registration (if applicable).

Registration Confirmation

Send Confirmation []

Automatically email a confirmation to jsmithob@google.co.uk?

Notes

Fill this in, adding your contact, and choose the event from the drop-down list that
comes up, putting whether the participant is an attendee, a volunteer or has another
role, and there is also a status - as with the participant role, this is a drop-down list that
you can change or create new statuses by clicking on the spanner.

If you wish to send a registration confirmation, click on the Send Confirmation box, and a
new area will appear for you to send an email to your participant.

If you click on Save and New, you can then add another participant in the same manner.
By just clicking Save you will be taken to your participant’s contact record. Under Events
you will see that the registration is saved.

You can see that both the status and the role are displayed: after the event has been
held you may wish to change the status to show whether the participant attended,
cancelled or was a no-show - it will help you with keeping accurate records.

Summary | | Consumer Feedback | | Events 1 || Activities 1 | Cases 0 | | Relationships 1 || Groups 1 | | Notes O || Tags 0 || Change Log

This page lists all event registrations for Jane Smith since inception. Click Add Event Registration to register this contact for an event.

© Add Event Registrafion

Event

Fee Level Amount v Registered Event Date(s) Status Role

CRM New User Training (no fee) 9th May, 2017 11th May, 2017 Registered Attendee View Edit Delete
(participants)

The registration will also be shown under the activities tab
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Show entries
Type Subject Added With Assigned Date Status
By
Event CRM New User Training - 11th May, Demo, Smith, na 12th May Completed View File on Case
Registration 2017 11:00 AM - Attendee - Registered Demo Jane 2017 2:33 PM

This is a brief overview of the event registration: as you can see, it can be viewed or filed on a

case but not edited or deleted. If you edit or delete it on the event tab, it will automatically
change the activity.

Try it for yourself

1. Create a new event for a conference
2. Register a participant
3. Cancel the registration of the participant. What is the status now?




