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1. ᵷ  

ṱ ◙ ᴵᴵᴻᴻ ẹ Ϥ Ϥ ϣṊⱱᴓ ᵷ

ảϣ ṱỌḫ ẍ ᶊϤ ϣᶰ ἢ᷀ ϣ ᶴ ⁪

₁Ọ Ϥ ◙₥ᶴ ꜜ ϥ 

 

ẚ ᴋ ẹ ϣỬ ᶒ Ϥẙ Ϥ ἷ Ϥ ᾑẲ ᵷףּ

ᵂἢᴠῚ╖ϣἠ ᶖ ᾮ ᵀ ϣ ᾮ ᶈᴓᶳ◙ ᷀ ᵷ ἷϣᶰ

ᵷẎẍ ἢ᷀Ọ ϥ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.1)  

ḄᶰṶⱱ  ᵍ Ṙᴋ  (Event)ϣᶰ ἅᴋ Ἁ Ϥ ᴢ ẏᵷ ι

ᵀἢϥ ẚ ᵍ ᴠ Events Č New Event₃ ϥ 

 

 ᴋ 

  

 

 ( ) 

 

 
  

  ᵀ ἷ  

ᴓ  ᷀   

ẙ  
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ᴕ New Event ( ) ᴒᵷ ᴟ ϣẚỒ Ḅᶰ Ṙ Ḵ ϥ 

г1  Event Typeϩ  

г2  Participant Roleϩ „Ṱ 

г3  Participant Listingϩ  ϣ᷅ Disabled ( ṇ )ϤName OnlyϤName 

and Email 

г4  Event Titleϩ  

г5  Event Summaryϩ  ףּ

г6  Complete Descriptionϩ  

 

 ᴒ 

  

1 

2 

3 

4 

5 

6 
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7 Start Date  ,  End Date/ Timeϩ ├ᵷ ᾿ᶒ  

8 Max Number of Participantsϩ ᴓ ᴢ  

9 Include Map to Event Locationϩ ὁ ᴕ ẙὧẙ  

10 Public Event?ϩ ὁᵦ ϣ₁  ᶰḙ ᴓ  ( ᴠ ᵉḄ Ẑ ᴢ ẏ᷄ ) 

11 Is this Event Active?ϩ ὁṆ  

 
Ḅ ᴠ Save₃ᾃề⁪ Ắ ϥ 

 

 

 ᴟ 

ᴠ Ắ ḃConfigure Event ( ╖) ϣẚỒ Ḅ᷃ᴕ ẙᶑϤễ Ϥ

ᴢ ẏᵷ ϥᶰᴠ Ὰ ẙὧ ϥ 

 

 ḗ 

7 

9 

8 

10 

11 
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ẫꞈ ᷃ ễ℗ ṇϣᴨḄᶰẚ  ᵍ᷃ᴕỒ᷄ ₃ ἅ ᴢễ  

г1  Payment Processorϩᶱ ϣ PayPal ᵷᶍ ϣ ₁ ᴢễ ᷄ ϣẫᵌ

ⁿṇ ᴢễ ϣᴨḄᶰ ᴠг4 Enable Pay Later Option? 

г2  Contribution Typeϩ  

г3  Fee Labelϩễ ϣ₃ ṕ ᶑ ễ  

г4  Enable Pay Later Option?ϩᵌ ₯ ẏ ᴢ  

 
 

 
 p  

 

  

1 

2 

3 
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ᶰᴠ ễ ṑ ϣḄ ╖ ễảᵿ ṇϥ ᴨḄᶰ ẏᴓᶳ ṘᾳỂ ϣἠẚỒᵌἢ

 ϥא

 

 
 u  
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ᴢ ẏꜜ ⁿ ᾠ ẙ ᶴ ᷀ ϣẫ ẚ Online Registrationϣ ᴠ

Allow Online Registration? 

г1  Registration Link TextϩẚỒ ᴕ ᶎậϣ ᴋ ₭ ẏ ϣṇ₃ ṕ ẏ  

г2 Registration Start Dateϩ ẏ ├  

ǹ3  Registration End Dateϩ ẏᾃ  

ǹ4  Register Multiple Participants?ϩḄὁᴋᴓ ᴠᴋ ᶰᴢ ẏ  

ǹ5  Allow Multiple Registrations from the same email address?ϩḄὁᶰẈᴋ ẙὧảố ẏ (Ồ  ᶬ

ᶰ ẙὧ₃ ἱ ẏᴓᶳ) 

ǹ6 Pending participant expiration (hours)ϩ 

ǹ7  Registration Screenϩ ẏ ☼ ṕ  

г8  Confirmation Screenϩ ẏ ☼ ṕ  

г9 Thank-you Screenϩ ẏề᷄  

г10  Confirmation E-mailϩ ὁ ẏề᷄ Ṭ 

 

 ᴎ 

1 

2 

3 

4 

5 

6 
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 ᴖ 

7 

8 

9 
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ᴨḄᶰ ẏ ₃ ᵦḌ ϣ  ᵍ Ọ Tell a Friend (Ὅ ẩᵶ) ᷄ ϣẚᶴ

ẏ Ẉ ϣḄᶰ ᷀ḃϥ 

 

 

 
 ᴐ 

ᾃềᴑᶰᴢ ╖ ᾑ ϣᵉ ᴠ Save and Doneϣ ᷀ ᴜ ϥ 

Ἳⁿẚḵᾃề ╖ ϣᵌᴻᶈ ᴠᴑ Save and DoneϣᴨḄẚ Configure Event( ᴜ)ṹ ᴋ

Ὰϥ 
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ẫ ᴜ☼—ϣ Ḅᶰ Ὰ ϥ 

 

 ᴜ 

1.2) ᴢ ẏ 

ᴑᴋ Ḅ ᴢ ẏ ϣ ḣ Upcoming Events᷀ ᴑ ᴕ

ϣ Ṷ ᷀ϣ⁪ ᴠ Fund Raising Functionϣ ᶰᴋ ḙ₃ᴓ „Ṱ ẏϥ 

 

 ᴜᴋ 



     
 

☼Ọ ḫ    11  / 26 

ᴕ ẏ ϣ ṕ ᶒ ϤẙὧϤễ ϣ ᴠRegister NowḄ ἅ ẏϥ 

 
 ᴜᴒ 

ᶱ ᶑẺᵷ ẙὧ₃ᾃề ẏϣ ᵌᴋ╖ ῏ ẏᴓᶳ ᴢᶱ ϣᶴ Ḅᶰ

ᴠ I will send payment by chequeϣᶰ ϥ 

 

 ᴜᴟ 

  

ẏ 

ᶑ  

ᴕ Ỵᵁ ẙὧ 
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ẏ ϣ ᴠ Continueϥ 

 
 ᴜḗ 

ᾃề ᴢ ẏ ᾑϣẫẚ ╖ᵍϣ ẏ ϣ  ᾬ ẏ

ỵ ẙὧ 

 
 ᴜᵖ  
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Ỵ ϥ 

 
 ᴜᵤ 

1.3) ᴢ ẏ 

ᴑ₁ḙ ᴓᶳ ᴢ ẏϣ  ᴨḄᶰ ᵌẚ ᴢ ẏ  ϥףּ

ẫꞈ ẏᴓᶳ Ϥ ◙ „ ẏ ϣ Ọ ᶰ Ḵ◙ Excel Format

Ắᴠ₃ϥ 

 

ẫ ᷃ᴕᴋ ᴢ ẏ ϣḄẚ ᴠ ᵍ EventsČRegister Event Participantϥ 

 
 ᴜᴎ 
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г1  Select Contactϩ ᴓ◙ḄᶰἻ ᴋ  

г2  Eventϩ  

г3 Participant Roleϩ ẏ „Ṱ 

г4  Registration Date and Timeϩ ẏᶒ ᵷ  

г5  Participant Statusϩ ẏ  

г6  Registration Comfirmationϩ Ṭ 

 
 ᴜᴖ 

  

1 

 
2 

 
3 

 
4 

 
5 

 

6 
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1.4) ᴕ ẏ  

᷃ᴕ ᴓ ᴋ ϣ ẏᴓ ᴨḄ ᴕ᷄ ḃ ₃ ᴕ  ϣ☼ᶰẚỒᵌἢ

ṕ ϥ 

 

ẫ ᴕ ẏ ϣḄ₭ EventsČ Import Participantsϣ⁪ ᴕ ᴒᴜ ϥ 

 
 ᴜᴐ 

 

 ᴒᴜ  


