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What Is In This Guide?

In the Event Management Data Entry Guide, you learn how to manage all aspects of your organization’s events.
You learn how to set up an event record by using the General, Prices, Expenses, Jobs, Actions, Attributes, Media,
and Notes tabs of the event record. You also learn how to add participants to your event record by using the
Participants tab. You can also learn about the following:

“Class Schedules” on page 30

“Event Seating” on page 39

“Dinner Menu ltems” on page 102

“Event Awards” on page 103

“Name Tags and Place Cards” on page 149

“Set Up Seating on the Participant Record” on page 151
“Lodging and Travel Information” on page 158

“Update Participants” on page 193

“Calendar of Events” on page 196

“Events Tab of a Constituent Record” on page 205

How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics, and conceptual information. To
find help quickly and easily, you can access the Raiser’s Edge documentation from several places.

User Guides. You can access PDF versions of the guides by selecting Help, User Guides from the shell menu bar

or by clicking Help on the Raiser’s Edge bar in the program. You can also access the guides on our Web site at
www.blackbaud.com. From the menu bar, select Support, User Guides.

In a PDF, page numbers in the Table of Contents, Index, and all cross-references are hyperlinks. For example,
click the page number by any heading or procedure on a Table of Contents page to go directly to that page.

Help File. In addition to user guides, you can learn about The Raiser’s Edge by accessing the help file in the

program. Select Help, The Raiser’s Edge Help Topics from the shell menu bar or press F1 on your keyboard
from anywhere in the program.

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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The optional module Event Management works with The Raiser’s Edge to help you manage all aspects of your
events. Whether you organize a tennis tournament, an awards banquet, a trustee luncheon, a training class for
your volunteers, a holiday party, or homecoming activities, the information you need — from prices and
expenses, to income generated, to participants — is kept in one package.
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The optional module Event Management is divided into two major parts. The first aspect involves setting up an
event record and encompasses the General, Prices, Expenses, Jobs (when you use Volunteer Management),
Actions, Attributes, Media, and Notes tabs of the event record. The second part involves adding participants and
setting up their participant records on the Participants tab of the same event record.

Walk-A-Thon M= 3

File Edit “iew Ewent Favortez Toolz Help

5 ave and Close - n|§' &'| H 4 & N|_"| z- | 7 & |
v Patticipantz I v Actions I v Alributes I v Media I v Motes
W General | v Prices I W Expenses I v  Jobs
Name: [\alk-4-Than ID: ALk
Categone ¢ Sporting event € Dinner £ Class i Other

Drezeription: | Thiz iz a 5 kilometer walk that beging and ends at the Intermational Conference Center. There will be
a closing ceremony concert performed by the Jazz Sons. Proceeds from this year's walk-a-than are
dezignated for Disaster Relief,

Tuype: IFundraiser j Start date: ID.T",.-'31 f2007 Ell Start time: I?‘:IJD AM
Group: IDisaster Felief Fundraizing Eventsj End date; ID.'-".:-'31 £2007 EII End tirme: Iei:IJD Phd
Campaign: IDisaster Relef Campaign vI HI Coordinators | I.i‘-.llison E. Andrews

Event goal I$25EI,EIDEI.EID El Location | |International Conference Center
Itinerary desc: |Nashvi|le “Whalk-&-Thaon g Seating | Seating has not been set up for this event

Capacity: IEDDD Mo irvited: |1IJDIJD

[~ Ewertizinactive [ Display on 'Calendar of Events'

| Mo, Participants: 5000 |Nc-. Regigtered: 500 |No. Attended:; 0

When you set up an event, you must first designate a category of Sporting Event, Dinner, Class, or Other on the
General tab. On the General tab, you then track detailed information such as a description of the event; the event
type; whether the event is part of a larger group, or series of events; the campaign associated with the event; an
event goal; the start and end times; start and end dates; coordinator(s); class instructor(s); and event location. On
this tab, you can also set up seating arrangements for the event and assign participants to seats, individually and
in groups. From the Event menu, you can establish menu items for a dinner event, and set up awards for any
category of event.

On the Prices tab, you set up registration fee prices for the event, which you later use when you add participants.
You can also set up benefits you give to participants for each level (unit) of pricing. On the Expenses tab, you track
expenses incurred from hosting the event. When you use Volunteer Management, the Jobs tab appears so you
can track your event volunteers and assign them to particular event jobs. On an event record, tabs also appear for
attributes, actions, media objects, and notes.
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One of the biggest aspects of the optional module Event Management is the Participants tab.

Annual Golf Tournament [ [ x|

File= Edit View Ewent Favortes Toolz Help
ESaveandElnse'|n|§'@' H 4 » “|_"| z- ||?'|$' ‘
Actions I Attributes I Media I Motes I
W Geheral | Prices I Expenzes | Jobs v Participants
7 < e '
Em Marne | Farticipation | Skatus | Regiskration | F\ttendedﬂ
Eeglstranm Cvnamic Engineeting  Corporate Sp... Paid Do nat register r
uests
- Sponsars Davenpart Creamery  Corporate Sp... Paid Do nat register r
The Flower Patch Wendor will billus Do not register r
Mark D, Adamson Plawer Paid Registered r
Timothy D, Bilings Flawver Paid Registerad r
Jason D, Campbell Plaver Paid Registered r
Fewvan kK., Dorrion Plawer Paid Registered r
Susan E, McDonald Plawer Paid Registered r
Orla McGrann Plaver Paid Registerad O e
| | >
|No. Participantsz: 120
| Mo, Participants; 120 |No. Reqiztered: 120 |No. Attended: 0

Participants are divided into three types — registrants, guests, and sponsors. On the Participants tab of an event
record, you can add new registrants, guests, or sponsors; or open these records to view or edit, if you have rights
established from the Security link of Administration. Each registrant, guest, and sponsor record contains a series
of tabs.

Richard F. Smith {Registrant} E2
File Edit W¥ew Participant Tools Help

[5ave and Close ~ u|§‘|ﬁ'|ﬂ 4 » H|—"

FRegistrant: |F||c:han:| F. Smith _I

? -

CN |

- Registered Events v General | Traxell Beaqistration FEESI F'arligipal\unl Qunaliunsl Sponsoning Pledgasl Altribglas/NUlasI

Summer Sernes of Fun

[ Alta Tennis Tounament Solicitor; IDavid B. Murphy ﬂ Irwite: IInvited | |05.f1 52006
7 Afternoon Tea A -
7 Starlight Concert Participation: IEaDtaln j Response: |Accepted j |DB:’D1 /2008 @I
Vg ~nnual Golt Tourna, Status: IPaid j Registration: IHegistered j IUB:’m /2008 @I
Seating
Seating | Seat: Not yet assigned Seating Group: I 'Iﬂ
[~ Do nat seat this Participant Group/seating notes: I
Spongored by: IBDttling Unrilirrited E [ Patticipant has attended

[¥ Participant is a coordinator

ore Info.. Awards Tags/Caids | v Guests |

| Sporting Event |
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On the General tab, you track your participant’s name and click the ellipsis to go to or add the address, and phone
numbers. You can designate how a registrant, guest, or sponsor participates in the event, the solicitor who
convinced him to participate, and who sponsors him in the event, if applicable. You can track if the participant is
invited, when you sent the invitation, when the participant responded, and when the participant officially
registered. You can set up seating arrangements for the event, if you have not already done so on the General tab
of the event record. Here, you can add a participant to a seating group, add group and seating notes for the
participant, and assign the participant to a seat, individually or in a group. On the General tab, you can also track
additional sporting information for a participant of a sporting event or select a dinner preference for a participant
of a dinner event. You can also track awards presented to any participant and set up name tags and place cards.

Warning: If you use the New Registration for Grouped Event feature and register a participant for multiple
events at once, you will not use the Registration Fees tab. You establish your registration fees when you use
the wizard. For information about how to register a participant to multiple events, see “Grouped Event
Participant Registration” on page 212.

On the Travel tab, you can track travel and lodging arrangements. On the Registration Fees tab, you calculate
registration fees for the participant, including or excluding discounts, and you can link gifts in your database to
pay the registration fees. On the Participation tab, you track the special ways a registrant, guest, or sponsor is
participating — as a speaker, vendor, or volunteer. If a participant is a volunteer, and you use Volunteer
Management, you can assign a volunteer to event jobs from this tab. On the Donations tab, you can also track
donations given to an event, other than registration fees, and add new gifts. On the Sponsoring Pledges tab of a
sporting event record, you can track the donations made on behalf of the participants of the sporting event. On a
participant record, tabs also appear for attributes and notes.

Frequently Used Terms

This section defines words and phrases you need to know as you work with the optional module Event
Management. If you come across an unfamiliar term when you read this or any chapter in The Raiser’s Edge
documentation, make sure you check the online glossary in the help file.

Action. An action is a specific step you take to secure a donation from a constituent. It is a way for you to track
the communications you make about your event, as well as the tasks associated with these communications.
To add phone calls, meetings, mailings, email, tasks, and any other types of actions, click New Action on the
action bar on the Actions tab.

Annotation. An annotation is a quick reminder type of note added to an event record or a constituent record. An
annotation lets each user who opens the record know something important about the record, such as “Treat
this constituent with care. She is a large donor.” or “Please see Dana Cone before editing this event record.”

Benefit. A benefit is a gift your organization gives to the participants of an event when they donate a certain
amount of money. You can set up default benefits for each unit (level) of registration fee prices on the Prices
tab of an event record. For example, if you host a golf tournament, you may give out a golf cap to individual
players, a T-shirt to those who participate as a team, and a $25 pro shop gift certificate to your hole-in-one
sponsors.

Category. A category establishes the type of event. The four categories are Sporting event, Dinner, Class and
Other. The category determines the fields that appear on the event and participant records.

Coordinator. A coordinator is a person who oversees an event and makes sure all areas of the event run smoothly
in the planning stages and at the event itself. An event can have multiple coordinators. You should enter a
coordinator into your database as a participant (registrant, guest, or sponsor) on the Participants tab of an
event record. On the bottom of the participant record, you must mark Participant is a coordinator.

Data file. A data file is the file that contains the actual information extracted from your database. For example, if
your output fields are First Name and Last Name, your data file contains all the first and last names found in
your database (John Doe, Mary Smith, etc.).
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Group. A group specifies a series of related events. For example, your organization holds three training classes for
new volunteers during the summer. Although each training class has a unique name, you group the three
classes together with the common name, “Summer Volunteer Training.” You enter the common name in the
Group field on the General tab of the event record. To use the Grouped Event Registration wizard, you must
select a group in this field.

Grouped Event Registration Wizard. With the Grouped Event Registration Wizard, you can easily register a
participant for multiple functions within a grouped event at once. For information about this wizard, see
“Multiple Registration for Grouped Events” on page 211.

Instructor. An instructor is a person who teaches a class. For example, your organization holds its summer CPR
class. Ruth Taylor, a medical professional from your community, teaches the class. Ruth is the instructor and
you should enter her as a participant (registrant, guest, or sponsor) on the Participants tab of the Summer
CPR event record. On the bottom of the participant record, you must mark Participant is an instructor.

Job. An event job is a task, or specialized piece of work, assigned to a volunteer of an event. For example, your
conservation organization hosts a walk-a-thon to raise money for your Save the Beaches campaign. Before
the event, you need volunteers to help make plans. You need volunteers to make phone calls to ask
participants from last year’s walk-a-thon if they would like to participate this year and other volunteers to
work on letters you send to potentially new participants. You also need volunteers to work with the
promotions committee to deliver brochures and flyers to people in the surrounding area. All these tasks are
your event jobs. Before you assign any of these jobs to your volunteers, you must add job records to your
database and link each job to the walk-a-thon event record. You can add event job records to your database
only when you use the optional module Volunteer Management.

Other donation. An other donation is a gift, other than a registration fee, given to an event. For example, Bill
Walker, decides to donate $1,000 to your annual silent auction. He will not participate in or attend your event.
He just believes in your cause and wants to donate some money. Other donations can come only from
constituents in your database. You can link gifts as other donations on the Donations tab of a participant
record.

Participant. A participant is an individual or organization associated with an event. A participant can be a
registrant, guest, or sponsor. All your volunteers, vendors, speakers, coordinators, and instructors are also
considered participants and you must enter each as a registrant, guest, or sponsor. You should enter anyone
associated with an event as a participant, but a participant does not have to actually take partin the event. An
example of this situation is if you host a Holiday Ball and hire a catering service. The catering service attends
the event as a necessary element to supply the food, but does not take part in the ball itself. You must add the
catering service as a participant so you can track the expenses you pay them. Another example is if you hold a
golf tournament and invite a golf celebrity to be the guest speaker. Even though the celebrity does not play
golf in the tournament, you must add him as a participant so you can track him as a speaker for the event.

e Registrant

A registrant is an individual or organization that attends an event or provides a service or product for an
event. A registrant may or may not actually take part in the event. For example, you give a CPR class. You
enter students of the CPR class as registrants because they actively participate by paying registration fees and
taking the class. As registrants, you can track their names, addresses, attendance, registration fees, seating
arrangements, and other important information. For the same CPR class, you invite a local doctor to give a
speech on strokes. The doctor is a guest speaker but does not actively take the class as a student. You must
enter the doctor in your database as a registrant so you can track him as a speaker for the event and track
any expenses you pay for his services.

¢ Guest

A guest is an individual or organization that attends an event as a invitee (guest) of a registrant. For example,
you enter Jane Cothran as a registrant of your organization’s golf tournament. Jane brings a friend, George
Cone. You enter George Cone in your database as a guest for the golf tournament. On the General 1 tab of
George’s guest record, you enter Jane Cothran in the Guest of field because George is Jane’s guest.

e Sponsor
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A sponsor can be an individual or organization that sponsors, or represents, a registrant or group of
registrants. For example, your organization holds a tennis tournament. Southern Corporation sponsors a
team to play in the tournament. In this example, Southern Corporation represents the team and pays the
registration fee for each player. You enter Southern Corporation as a sponsor. You enter the individual players
as individual registrants. In the Sponsored by field on the General 1 tab of each registrant record, you enter
“Southern Corporation”.

Registration fee. A registration fee is an amount of money your organization charges for a level (or unit) of
participation in an event. For example, if you host a Holiday Ball, you can have two units of registrations fees,
one for couples and one for singles. If you host a golf tournament, you can have several units such as a single,
a foursome, or a hole sponsor. When you set up an event where you charge registration fees, you must
establish prices. Later, when you add participants to the event, the program uses these prices to calculate
their registration fees. Only the prices you add on the Prices tab of the event record can be specified on the
participant (registrant, guest, or sponsor) records when you add participants.

Speaker. A speaker is a participant who gives a speech at an event. You must enter speakers as a registrant,
guest, or sponsor of the event and designate them as a speaker on the Participation tab of the registrant,
guest, or sponsor record. For example, you hold a Health Awareness class and a local physician talks to your
class about heart disease. The doctor is your event’s speaker.

Sponsoring pledge. A sponsoring pledge is a donation made on behalf of a registrant, guest, or sponsor who
participates in a sporting event. For example, your organization holds a walk-a-thon for breast cancer
awareness. All proceeds go to breast cancer research. The participants of your event ask as many people as
possible to donate a certain amount of money if they complete the walk. Another example is when your
organization holds its annual golf tournament. Dynamic Engineering, a sponsor of your tournament, asks each
employee to donate a certain amount of money for each participant who plays on Dynamic Engineering’s
team. These sponsoring pledges bring in extra donations for the tournament. You must enter the donors of
sponsoring pledges as constituents in your database. You track sponsoring pledges on the Sponsoring Pledges
tab of a participant record.

Vendor. A vendor is an individual or organization that provides a service or product for an event. For example,
you host a dinner event and hire a catering service. The catering service is the vendor. You can enter vendors
into your database as registrants, guests, or sponsors.

Volunteer. A volunteer is a person who voluntarily undertakes a task, or a specialized piece of work, for your
organization or your organization’s events and expects no pay in return. For example, your organization is a
museum and you host an opening party for your new wing. Two people from the community volunteer to
serve as greeters at the door the night of the party. You hold a Spring Gala. Several members of the
community voluntarily help plan the gala. Others help decorate, send out invitations, and hire entertainment.
All these people are your volunteers.

In the optional module Event Management, you can enter a volunteer as a registrant, guest, or sponsor. A
volunteer may or may not be assigned to jobs at an event. You may have a volunteer who attends an event
but does not work at that particular event. If a volunteer works at an event, you can designate how he
participates on the Participation tab of his registrant, guest, or sponsor record. To designate a participant as a
volunteer, the participant must be an individual constituent in your database and active as a volunteer. When
you enter information on the Volunteer tab of a participant’s constituent record, the participant becomes
active in The Raiser’s Edge as a volunteer for your organization. The Volunteer tab appears on a constituent
record only when you use the optional module Volunteer Management. Therefore, you can indicate that a
participant is a volunteer, only if you use Volunteer Management.
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Navigate in Event Management

From the Events page, you can add a new event record or open an existing event record. To register a participant
to grouped events from the Events page, you can click New Registration for Grouped Event. This comes in handy
when you have a function that encompasses multiple events such as a conference or homecoming weekend at a
university. To access the Events page, click Records on the Raiser’s Edge bar, then click Events.

The Raiser's Edge MEE

File Edit “iew Go Favoiles Tools Help

4 Back & Forward| Open in separate window

(= 4

Constituents ;I

Gifts

Actions EVe ntS

Campaighs

Funds P =
Appeals Lo Mewr Event Open an Event

Memberships Frie
Jobs llLP Mew Registration for Grouped
Event

Recently Accessed Records Quick Find

Golf Tournament I
Fite Prevention

‘winter Ball

PR Training Session

‘Walk-A-Thon

m. . M [

‘Welcome to The Raizer's Edge 7

B

Tip: To view recently accessed event records, you can also select File, Recently Accessed Events from the
menu bar of an event record.

As you add or open event records, these events appear on the Events page in a list of recently accessed records.
To open any event record in this list, click the event name. To quickly search for a record, you can enter the event
name (or part of the name) in the Quick Find field and click the binoculars. When the program finds more than
one match, the Open screen appears and lists the events. When your entry in the Quick Find field matches a
single record, the record opens. When the program finds no match for your entry, the Open screen appears so
you can create a more detailed search.

Access an Event Record

Tip: You can use shortcut keys to move around The Raiser’s Edge without your mouse. For example, press
CTRL + S on your keyboard to save a record.

When we use the term “accessing” an event record, we talk about opening an existing record. Every event you
enter into The Raiser’s Edge database has a separate event record. Once an event record is in the database, you
can open the record from the shell File menu, from the File menu of an existing event record, and from the
Events page of Records. We recommend you open records from Records because it allows the easiest and most
complete access to all record types.

For information about how to find and open records in The Raiser’s Edge, see the Program Basics Guide.
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» Open an event record

This procedure tells you how to quickly open, or access, an event record from the Events page of Records. For
information about how to add an event record, see “Set Up an Event” on page 19.

1. On the Raiser’s Edge bar, click Records.
2. Click Events. The Events page appears.

Note: On the Open screen, if the criteria fields do not provide enough search criteria options, use the Search
using query field to further filter your results. For information about how to use this field, see the Program

Basics Guide.

3. Click Open an Event. The Open screen for Events appears.

/i, Open

Find: I Ewent j Search uzsing queny: |<Default>

s

Find Events that meet these criteria;

Event Name:l j Event Group:l
EventID:I j Event Type:l
Event Categony: I j Ewent Location: I

[~ Display Inactive Events [~ Exact match only

il

sl Open

Cancel

] Add New

Options

@ Find Mow

Mew Search

Expand Results

Warning: We recommend you search by only one or two of the most helpful criteria types because the results
that appear in the grid must match all criteria you enter. Too much criteria information in the Find Events that

meet these criteria fields can actually prevent you from finding the event.
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4. Under Find Events that meet these criteria, decide what criteria to use to search for your event and select
the information in the appropriate criteria fields. The criteria you can use include the Event Name, Event
ID, Event Category, Event Group, Event Type, and Event Location.

ol Open

Cancel

1 Add New

Optiohs

@ Find Now

Mew Search

Find: I Event j Search uzing query: |<Default> ngg
Find Events that meet these criteria;
E vent Mame: IAFternoon Tea j Event Group:l d
EventID:I j Ewvent Type:l j

Ewent Category: I Dirker j Ewent Lacation: I

[~ Display Inactive Events [T Exact match only

Expand Results

AR

Note: You can enter the first few letters or characters in the Find Events that meet these criteria fields if you
do not know the correct spelling or number. For information about how to use these fields, see the Program

Basics Guide.

5. Click Find Now. If the search criteria entered matches an event in the database, it appears in the grid on
the Open screen. Depending on how limited or detailed your criteria are, the program may find one

record or many.

/i, Open

j Search uzsing queny:

|<D efault>

Fird: I Ewvent

s

Eventid

noon Tea

Marne Ewvent Category

Event Group

A I I
Find Events that meet these criteria;
Event Mame: IAFtemoon Tea j Ewvent Group:l
EventID:I j Event Type:l

Event Categony: I Dinner j Ewent Location: I

[~ Display Inactive Events [~ Exact match only

LA

Eve

3|

{cd Open

Cancel

] Add New

Options

@ Find Mow

Mew Search

Expand Results

| 1 recaord found.

6. Inthe grid, select the event record to open.

Tip: You can use shortcut keys to move around The Raiser’s Edge without your mouse. For example, press

CTRL + L on your keyboard to save and close a record.
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7. Click Open. The event record appears.

B Afternoon Tea M= E3
File Edit “iew Ewent Favortes Toolz Help
ESaveandCIose‘|u|§'@'|H 4 b H|—"’| 2'|||?'|&' ‘
v Participants | »  Actions I W Attributes | Media I Motes |
v General W Frices I W Ezpenses I Jobz
| MHame: IAfternoon Tea 1D: IAflernoon Tea
Cateqony: € Sporting event & Dinner = Class = Other

e will be meeting at the Playground Site for a brief meeting and introduction. e will then be taking
the shuttle to Cobblestone House for tea and desserts.

j Start date: IDBH24IQDDB EII Start tire: |2:EIEI P
j End date: IDBH24£2DUB EII End tirne: |5:EIEI Pr

Drescription:

Type: ISociaI

Group: ISummer Sernies of Fun

Campaigr: IF'Ia_',ngund Campaign

Event goal: |$5,DUD.DD JTJJI

v| ﬂ' Coordinators | ILuc_l,J G. Avdeenko
Location | ICobeestone House

Itinerary desc: IEasuaI Dress

g Seating | Seating Capacity, 100; Available seats: 0

Capacity: |100

Mo, irvited: |125

[T Ewentizinactive [ Display on 'Calendar of Events'

|ND. Participants: 100 | Mo, Registered; 100 |ND. Attended:; 0

8. After you enter or edit the appropriate information, click Save and Close on the toolbar.

Toolbars for Event Management

A toolbar is a row of buttons that represent commands or functions for a record. You can use these buttons as
alternatives to menu commands to save time during data entry. With Event Management, you should be familiar
with two toolbars: the event record toolbar and the participant record toolbar.

Toolbar for Event Records

When you add or open an event record, a toolbar always appears between the event record’s menu bar and its
tabs. It provides quick access to commands and functions you use most often.

|ESaveandEIase'|U|§'|ﬁ‘|H a » H|—"’| E'|||?*|§' |

Toolbar for Participant Records

When you add or open a participant record, a toolbar appears between the participant record’s menu bar and its
tabs. It provides quick access to commands and functions you use most often.

%-

|ESaveandEI033'|U|§' @'|H 1 » H|—"||?'

Event and Participant Record Toolbar Buttons

Note: You can set up a user option that enables you to view tooltips that explain the function of each toolbar
command. Tooltips appear when you hold your cursor (hover) over each item in the toolbar. For information
about how to set up this user option, see the User Options chapter of the Program Basics Guide.
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This is a list of toolbar buttons appearing on your event and participant records. Not all buttons appear on each
record.

| [ save and Close -

Save and close the record (Save and New can be accessed from the down arrow beside Save and Close. Use Save and New to
save the record, close the saved record and open a new record.)

(]

Save the record and keep the record open

EX

Print labels, envelopes, name tags, place cards, or an event profile

Preview labels, envelopes, name tags, place cards, or an event profile

(4]

o to the first record

[]

o to the previous record

]

o to the next record

[#]

o to the last record

]

o to records associated with this record

[q)] [q] o

o

o

O

pen the Calendar of Events (event record only)

(=]

pen a Financial Summary or a Goal Summary (event record only)

O

A

dd this record to your favorite list

Open the Event, Participant Properties screen

Validate, correct, and certify the participant address. This toolbar button appears only if you have AddressAccelerator, our
address correction data service.
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[2-]

Access help from online help files, user guides, online support, or the Blackbaud Web site

Create and edit macros to create shortcuts for functions you perform repeatedly in The Raiser’s Edge. This toolbar button is
available only if you use the optional module VBA for Advanced Customization.

For more information about menu bars, see the Program Basics Guide.

User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on any workstation you
use. User options are login-specific, which means these options affect only workstations you enter with your
password. To establish user options, select Tools, User Options from the menu bar on the shell of The Raiser’s
Edge. The Options screen appears so you can establish certain user options for the optional module Event
Management.

From the Records tab of the Options screen, you can select which tab appears automatically when you add or
open an event or participant record; the tabs the program checks for data; and how the event name or your
participant names appear on other records. You can also determine settings for your event seating.

From the Color tab of the Options screen, you can select the colors in which event date cells and action date text
appear on your event calendar. You can also set up your participant legend from the Color tab. The Printing tab
impacts parameter files used when you print labels, envelopes, place cards, name tags, and profiles. In this
section, we discuss how to set up event user options on the Records tab and how to set up colors for your event
calendar on the Color tab. For information about how to set up user options on the Printing tab, other options on
the Color tab, and user options in general, see the User Options chapter of the Program Basics Guide.
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1. From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen

appears.

DOptions

Admiruztration I Caolar

General I Home

|ndividuals
e Individual title bar
Organizations
Organization title bar
Giftz
Actiohg
Campaigns
Funds
L GL account numbers
Appeals
temberships
Jobs

Seating
Farticipants
Mizcellaneous

I Printing I File Locations I

—
mL * “You can use these options to set personal preferences for each record bype.

Default tab:

IGeneraI 'I

Check these tabs for data:

tembership Scanning
Records | Huey I Ewport I Reportz I Hail I Batch

]|

Events

[V General
[V Prices

[ Experses
[¥ Participants

“'ou zan chooze how bo enter and dizplay events on other
records.

Event format; IEvent harne j

Fiezet ta System Defaults

] I Cahcel |

Apply |

Note: To establish user options, you can also select Tools, User Options from the menu bar of an event record.

2. Select the Records tab.

3. From the tree view on the left, select Events. The Event user option selections appear on the right.

4.

In the Default tab field, select the tab to display automatically when you add or open an event record.

Tip: To save time, in the Events box, you can right-click and Deselect All or Select All the checkboxes.

5.

7.

» Establish event seating user options

In the Events box, mark the checkbox by the tabs you want the program to search for data. On your event
records, a red check mark appears on each selected tab when you add data.

In the Event format field, select how events appear throughout the program — by Event name or Event

To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.

Event seating user options control how the functionality on the Seating screen works in certain instances. To
access the Seating screen after you run the Seating Setup Wizard, click Seating on the General tab of the
event record or on the General 2 tab of the participant record. For information about the Seating Setup
Wizard and the Seating screen, see “Event Seating” on page 39.

Note: To establish Event Seating user options, you can also select Tools, User Options from the menu bar of
the Seating screen, event record, or participant record.
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1.

2.

Note:
view.

3.

4.

6.

7.

From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen
appears.

e - |

Administration I Calor I Frinting I File Locations I temberzhip Scanning
General I Home Becords | Query I Export I Feports I Mail I Batch
“JL © You can uze these options to set personal preferences for each recard type.
Irjdividuals S eating label :
£ Individual tite bar FEAITE [ElE= B st
E!rganizatiu:uns = Mame anly
i Organization title bar " Index/Mumber anly
Giftz
Actions {* Both Mame and Index
Campaigrs YWhen azsigning participants to seats from Participants or Groups,
Funds warn if ...
i GL account numbers [+ Participarits are already assigned to anather seat
Appeals [othenwize participants will be azzigned to multiple seatz)
Memberships [¥ There are not enough seats available
Jobs [otherwize seats will be added)
] SHing Wwihen azzigning participants from Participants to Groups, warn if ...
Participants v Participants are already assigned ta a group
Mizcelansous [otherwise participants will be reassigned)

Rezet to System Defaults (] I Cancel Spply

Select the Records tab.

If Seating does not appear in the treeview, double-click Events. Seating appears as a branch in the tree

From the tree view on the left, under Events, select Seating. The Event Seating user option selections
appear.

If, on the Seating screen, you want your seating arrangements in the Seats frame to show just the names
of the sections, rows, tables, or seats; under Selected label to use, select Name only. To see only a
number, select Index/Number only. To see a number and the name, select Both Name and Index.

Under When assigning participants to seats from Participants or Groups, select when to receive
warnings when you assign participants from the Participants frame to their seats in the Seats frame or
participant groups from the Groups frame to their seats in the Seats frame.

¢ To receive a warning, when a participant has already been assigned to a seat, mark Participants are
already assigned to another seat (otherwise participants will be assigned to multiple seats).

¢ To receive a warning when there are not enough seats for your participant(s), mark There are not
enough seats available (otherwise seats will be added).

To receive a warning when you assign participants from the Participants frame to a group in the Groups
frame and a participant has already been assigned to a group, under When assigning participants from
Participants to Groups, warn if, mark Participants are already assigned to a group (otherwise
participants will be reassigned).

To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.

» Establish Participant user options

Note:

To establish user options, you can also select Tools, User Options from the menu bar of an event record.
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1. From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen

2. Select the Records tab.

appears.

e - |

Administration I
General I Home
=

|ndividualz

I Frinting I

File Locations I
Becords | Query I Export I Feports I Mail I Batch

“JL © You can uze these options to set personal preferences for each recard type.

temberzhip Scanning

t ndividual file b Default tab:
= [ndividual bitle bar
E!rganizatiu:uns I General j
i Organization itle bar Check these tabs for data:
G|ft§ Participants
'&C“Dnsf [ General
Campaigns [V Travel
Fiungi : | [¥ Participation b
- [GL account numbers T
v Registration Fees
Appeals E d LI
Memberships i .
Jobs Yiou can choosze how to enter and display participants when
creating a new participant.
E_vents
i Seating Participant name format; IFilst name Last name j
F licipants:
Mizcelansous
Rezet to System Defaults I (] I Cancel Spply

3. From the tree view on the left, select Participants. The Participant user option selections appear.
In the Default tab field, select the tab to appear automatically when you add or open a participant record.

4.

Tip: To save time, in the Participants box, you can right-click and Deselect All or Select All the checkboxes in
the grid.

In the Participants box, mark the checkbox by the tabs you want the program to search for data. On your
participant records, a red check mark appears on each selected tab when you add data.

In the Participant name format field, select how you want participant names to appear throughout the
program — by First name Last name or Last name, First name.

To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.

5.
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» Establish calendar colors
1. From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen

appears.

DOptions |
General I Home I Records I Huey I EHletI Hepol_lsl Hail I Batch
Admiruztration Caolar | Printing I File Lozationz I tembership Scanning

u ‘r'ou can use color options to zet personal preferences for color in the program.

gepri:al Specify the calendar colors to use. Event date will calar the entire
o cell. Action date will color the test within the cell.
Legends Event date cell culor:l []relow j@

Ation date test cnlnr:l W Fed j@

HesettnSystemDefaultsl (] I Cancel | Apply |

Select the Color tab.
3. Onthe Color tab, select Calendar in the list on the left. The Calendar of Events selections appear.

In the Event date cell color field, select the color in which to display date cells when events appear on the
Calendar of Events.

5. In the Action date text color field, select the color in which to display date text when event actions
appear on the Calendar of Events.

6. To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.

Event Management Business Rules

Note: You may activate other business rules through event records. For example, if you have a business rule
set up for gifts, it applies when you link a gift to a participant.

With business rules, you can control certain functions and displays throughout The Raiser’s Edge. You can
establish business rules only if you have rights established from the Security link of Administration. Business rules
affect all users of the program. Two business rules are specific to the optional module Event Management. One
rule determines whether the program warns you when event capacity is reached when you add participants to an
event and whether to allow multiple constituent registrations for an event. The other rule determines whether
the program automatically creates a gift for registration fees, prompts you to create a gift for registration fees, or
does neither when you add participants to an event.

» Define business rules for events
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
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Note: You can establish business rules only if you have rights established from the Security link of
Administration.

2. Click Business Rules. The Business Rules page appears.

3. From the tree view on the left, select Event Options. The event business rules appear.

EThe Raiser's Edge [_[5]x]

File Edit “iew Go Favortes Taools Help

4 Back o Forwald| Open in separate window

B Home ﬁ_" Jonmiguration* BUsmMess Kules
-~
Confi i =]
Gensal When adding participants to an event...

General @ Duplcates ¥ warn when event capacity will be exceeded
Tables il Criteria

\ndividuals T Allow multiple constituent registration
Addressees £ When adding registration fees to participants...
Salutations i . Dptions " Automatically create a gift for registration fees
Attributes Z3 Mame display " Prompt to create a gift for registration fees
- Membership % Do naot automatically create nor prompt to create a gift for registration fees

Financial
Institutians Generate [Ds

Batch options
General Ledger 2 Gt aptions
Letters General options

B Activity options
M3 Constituent options
i [3 General options

[Deceazed options

i |2 E-mail options

Intemational

Fields

Efl;gbﬂe'riihsip Alurnni options

g &3 Membership optians
Custom Views : General options
Reporting plions

Hierarchies

wll

Business Rules

Apply predefined and customized validation rules to records in The Rafser's Fdge

‘welcome to The Raiser's Edge 7 7

4. To receive a warning you event capacity is reached while you add new participants to an event, under
When adding participants to an event, mark Warn when event capacity will be exceeded.

5. To allow a constituent to register more than once for an event, under When adding participants to an
event, mark Allow multiple constituent registration.

6. To automatically create a gift for the registration fees for the participants of your events, select
Automatically create a gift for registration fees. To have the program ask whether to create a gift for the
registration fees for the participants of your events, select Prompt to create a gift for registration fees. To
not automatically create gifts or ask whether to create a gift for registration fees for the participants of
your events, select Do not automatically create nor prompt to create a gift for registration fees.

After you make changes to business rules, your preferences are updated right away.

Set Up an Event

The optional module Event Management is divided into two major parts. The first aspect involves setting up an
event record and encompasses the General, Prices, Expenses, Jobs (when you use the optional module Volunteer
Management), Actions, Attributes, Media, and Notes tabs of the event record.

Categories and General Information
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When you set up an event, you must first establish the category, or kind of event you are planning. The four
categories are Sporting event, Dinner, Class and Other. The category determines what fields appear on the event
and participant records and is established on the General tab of the event record. After you establish the event
category, you can add general information such as a description and type of event; the group name, if the event is
part of a series of events; the campaign associated with the event; the event goals; the start and end dates; the
coordinators for the event; the location of the event; the instructors, if the event is a class; and the seating for the
event.

» Add a sporting event

When you add a sporting event record, you must first establish the category of Sporting event. After you
establish the category, you can then proceed to add general sporting event information. You do this on the
General tab of the event record.

Scenario: Your organization holds its annual golf tournament, with all proceeds to benefit the new
library. This event is part of a series of events your organization holds each summer. Add the golf
tournament sporting event record to your database.

Note: If you edit a record and notice your changes are not updated automatically, click Save on the toolbar
before you add any additional information.

1. On the Raiser’s Edge bar, click Records.
2. Click Events. The Events page appears.
3. Click New Event. The New Event screen appears.

Hew Event [_ =]
File Edt “iew Ewent Favontes Toolz Help

[5ave and Closs - n|§'@' M 4 » H|—P'|m 2-|r§'|?'|$' ‘

Actions | Attributes | Media | Motes
General | Frices | Ezpenzes | Jobz | Barticipants
| Mame: IAnnuaI Golf Tourmament 1D: IGDLF
Categany: % Sparting event € Dinner " Class " Other
Description: | This iz a captain's choice taurnanent to be held at Fairfield Cauntry Club. Event will feature live

music and dancing afterward, with food provided by Divine Catering.

Type: IGDIFTDumament j Start date: m Start time: IW
Graup: ISummelSeries of Fun j End date: m End time: Iw
Campaign: IEndowment Campaign jﬁl Coordinators ||
Event goal: Im Loeation “

Itinerary desc: I.t‘-‘mnual Golf Tournament - Proper g Seating | Seating has not been et up for thiz event

Capacity: [120 Mo, invited: IEDD

[T Ewentizinactive [ Display on 'Calendar of Events'

|No. Farticipants: 0 | Mo. Registered: 0 |No. Attended: 0

Tip: When you search your database, you can use an event ID to quickly locate an event record.

4. Select the General tab.
5. In the Name field, enter “Annual Golf Tournament”.
6. Inthe ID field, enter “GOLF”.
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The ID must be unique. Enter an ID in the ID field, or skip this field to have the program automatically
generate an ID. The ID automatically appears in the field if you do this. For information about how to
automatically assign Event IDs, see the Configuration & Security Guide.

Note: Another example of a Group is if your organization is a school. The sporting event could be part of a
group of events for Homecoming Week.

7.

9.

Select the category of the event. Because this event is a golf tournament, select Sporting event. The
category determines what fields and buttons appear on the General tab of the event record.

In the Description box, enter “This is a captain’s choice tournament to be held at Fairfield Country Club.
Event will feature live music and dancing afterward, with food provided by Divine Catering.”

In the Type field, select “Golf Tournament”. Type represents the kind of sporting event.

Tip: In the Event goal field, it is not necessary to enter a currency character or decimal. The program
automatically formats the currency when you leave the field.

10.

11.

12.

In the Group field, select the group name, “Summer Series of Fun”. This tournament is part of a group of
events your organization holds every summer.

To use the Grouped Event Registration wizard, you must select a group in the Group field. For
information, see “Multiple Registration for Grouped Events” on page 211.

In the Campaign field, select “Endowment Campaign”. You want the proceeds from this event to go
toward this campaign. When you select a campaign, the event appears on the Events tab of the
Endowment Campaign record, and the two records are linked together.

In the Event goal field, enter the amount $15,000. To access the calculator and calculate the amount you
plan on earning for this event, press F7 or click the calculator button. The Event goal represents the
amount, minus expenses, you hope to raise from this event.

Note: You can also use the Itinerary desc field to describe an aspect about the tournament, such as “Annual
Golf Tournament - Captain’s Choice”. Another example is to designate how the proceeds are used, such as
“Annual Golf Tournament - Benefits go toward the new library”.

13.

14.

15.

16.
17.
18.

In the Itinerary desc field, enter “Annual Golf Tournament - Proper Dress Required”. You can include this
field when you export event information, such as to create an itinerary in another program.

In the Capacity field, enter “120”. This is the maximum number of people who can participate in the
tournament. In the No. invited field, enter “500”. This is the number of invitations extended.

In both the Start date and End date fields, enter the date 07/22/2006. You enter the date in both fields
because the tournament takes place on one day.

In the Start time field, enter “8:00 AM”.
In the End time field, enter “11:59 PM"”. The event ends at midnight.

Leave Display on ‘Calendar of Events’ marked. You want the golf tournament to appear on your Calendar
of Events. For information, see “Calendar of Events” on page 196.

Note: The procedures to track coordinators, add a location, and set up seating are discussed in separate
sections in this guide.

19.

After you enter information on the General tab of the New Event screen, click Save and Close on the
toolbar to save and close the event record.
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» Add a dinner event

A dinner event can be any type of event where you provide a meal. Dinner events are not restricted to
“dinner.” You may have luncheons, picnics, and breakfasts at your organization. When you add a dinner event
record, you must first establish the category of Dinner. After you establish the category, you can then add
general dinner information on the General tab of the event record.

Scenario: You plan your organization’s annual Volunteer Luncheon. At the luncheon, you honor your
dedicated, hardworking volunteers. Add the dinner event record to your database.

Note: If you edit a record and notice your changes are not updated automatically, click Save on the toolbar
before you add any additional information.

1. On the Raiser’s Edge bar, click Records.
2. Click Events. The Events page appears.
3. Click New Event. The New Event screen appears.

Hew Event [_ =]

File Edt “iew Ewent Favontes Toolz Help

[5ave and Closs - n|§'@' M 4 » H|—P'|m 2-|r§'|?'|$' ‘
Actions | Attributes | Media | Motes |

General | Frices | Ezpenzes | Jobz | Barticipants
| Mame: IVDIunteer Luncheon 1D: IVDLLUNCH
Categany: © Sparting event & Dinner " Class " Other
Description: |The annual volunteer luncheon, honaring aur hardworking volunteers, will be held at the Beachside

Hatel. Lunch will be provided by Beachside Catening, An awards ceremony will take place after
lunch, with Henry DuBois presenting the awards.

Type: IVqunteer Luncheon j Start date: m Start time: Iw
Graoup: IVDIunteerAppreciation j End date: m End time: IW
Campaign: I jﬁl Coordinators ||
Event goal: Iﬂ Loeation “

Itinerary desc: I\-"olunteer Luncheon - Casual Dre g Seating | Seating has not been zet up far this event

Capacity: |100 Mo, invited: IED

[T Ewentizinactive [ Display on 'Calendar of Events'

|No. Farticipants: 0 | Mo. Registered: 0 Mo, Attended: 0

4. Select the General tab.

Tip: When you search your database, you can use an event ID to quickly locate an event record.

5. In the Name field, enter “Volunteer Luncheon”.
6. Inthe ID field, enter “VOLLUNCH”.

The ID must be unique. Enter the ID in the field, or skip this field to have the program automatically
generate an ID. The ID automatically appears in the field if you do this. For information about how to
automatically assign Event IDs, see the Configuration & Security Guide.

7. Select the category of the event. Because this event is an annual luncheon, select Dinner. The category
determines what fields and buttons appear on the General tab of the event record.

8. In the Description box, enter “The annual volunteer luncheon, honoring our hardworking volunteers, will
be held at the Beachside Hotel. Lunch will be provided by Beachside Catering. An awards ceremony will
take place after lunch, with Henry DuBois presenting the awards.”
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EVENT MANAGEMENT 23

The Event goal field and Campaign field were omitted from this scenario because the organization does

not have a monetary goal for this luncheon. This is an appreciation luncheon, not a fundraising event. This
event has no monetary goals or purposes for these monetary goals.

9.
10.

11.

12.

13.

14.

Note:

In the Type field, select “Volunteer Luncheon”. Type represents the kind of dinner event.

In the Group field, select the group name, “Volunteer Appreciation”. This dinner is part of a series of
events you hold throughout the year to honor your volunteers.

To use the Grouped Event Registration wizard, you must select a group in the Group field. For
information, see “Multiple Registration for Grouped Events” on page 211.

In the Itinerary desc field, enter “Volunteer Luncheon - Casual Dress”. You can include this field when you
export event information, such as to create an itinerary in another program.

In the Capacity field, enter “100”. This is the maximum number of people who can attend the dinner. In
the No. invited field, enter “50”. This is the number of invitations sent. The number in the Capacity field is
twice as large as the number in the No. invited field because on each invitation you noted that each
volunteer could bring one guest.

In the Start date and End date fields, enter the date 12/04/2006. You enter the date in both fields
because the dinner takes place on one day.

In the Start time field, enter “11:00 AM”. In the End time field, enter “2:00 PM”.

The procedures to track coordinators, add a location, and set up seating are discussed in separate

sections in this guide.

15.

16.

Leave Display on ‘Calendar of Events’ marked to have the Volunteer Luncheon appear on your Calendar
of Events. For information, see “Calendar of Events” on page 196.

After you enter information on the General tab of the New Event screen, click Save and Close on the
toolbar to save and close the event record.

» Add a class event

When you add a class event record, you must first establish the category of Class. After you establish the
category, you can then add general class information on the General tab of the event record.

Note:

Scenario: Your organization holds its Summer CPR class. This summer class is one of a group of public
safety classes you offer throughout the year. Add the class event record to your database.

If you edit a record and notice your changes are not updated automatically, click Save on the toolbar

before you add any additional information.

1.
2.

On the Raiser’s Edge bar, click Records.
Click the Events button. The Events page appears.
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3.

4.

Click New Event. The New Event screen appears.

Hew Event M= E3

File Edit “iew Ewent Favortes Toolz Help

ESaveandCIose‘|u|§'@'|H 14 H|—"’|E 2'|Q|?'|&' ‘
Achions I Aittributes I Media | Maotes |
General | Prices I Expenzes I Jobs | Participantz
| Mame: |EPF| Training - Summer ID: |EPF|SUM
Cateqany: € Sporting event € Dinner i+ Class = Other
Description: |Summer CPR class
Type: ICF'F! class j Schedule | A zchedule has not been set up for this event

Group: IF'uinc zafety clazzes j Instchors ||
Campaigh: IAnnuaI Campaign v| ﬂ' Coordinators “
Event goal: |$‘I,250.DD j-ﬁjl Location ||

Itinerary desc: IAduIt CPR Clags - Summer Sessio g Seating | Seating has not been et up for this event

Capacity: ISD Mo, invited: |1DD

[T Ewentizinactive [ Display on 'Calendar of Events'

|ND. Participants: 0 | Mo, Registered: 0 Mo, Attended: 0

Select the General tab.

Tip: When you search your database, you can use an event ID to quickly locate an event record.

5.
6.

10.

11.

In the Name field, enter “CPR Training - Summer”.
In the ID field, enter “CPRSUM”.

The ID must be unique. Enter the ID in the field, or skip this field to have the program automatically
generate an ID. The ID automatically appears in the field if you do this. For information about how to
automatically assign event IDs, see the Configuration & Security Guide.

Select the category of the event. Because this event is a CPR class, select Class. The category determines
the fields and buttons that appear on the General tab of the event record.

In the Description box, enter “Summer CPR class”.
In the Type field, select “CPR class”. Type represents the kind of class.

In the Group field, select the group name, “Public safety classes”. This CPR class is one of a series of public
safety classes given by your organization.

To use the Grouped Event Registration wizard, you must select a group in the Group field. For
information, see “Multiple Registration for Grouped Events” on page 211.

In the Campaign field, select “Annual Campaign”. You want the proceeds from this event to go toward this
campaign. When you select a campaign, the event appears on the Events tab of the Annual Campaign
record, and the two records are linked together.

Tip: In the Event goal field, it is not necessary to enter a currency character or decimal. The program
automatically formats the currency when you leave the field.

12.

13.

In the Event goal field, enter the amount $1,250. To access the calculator and calculate the amount you
plan on earning for this event, press F7 or click the calculator button. The event goal represents the
amount, minus expenses, you hope to raise from this event.

In the Itinerary desc field, enter “Adult CPR Class - Summer Session”. You can include this field when you
export event information, such as to create an itinerary in another program.
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Note: The procedures to set up a class schedule, add instructors and coordinators, add a location, and set up

seating are discussed in separate sections in this guide.

14. In the Capacity field, enter “50”. This is the maximum number of people who can attend the CPR class. In
the No. invited field, enter “100”. This is the number of invitations extended.

15. Leave Display on ‘Calendar of Events’ marked. You want the CPR class to appear on your Calendar of

Events. For more information, see “Calendar of Events” on page 196.

16. After you enter information on the General tab of the New Event screen, click Save and Close on the

toolbar to save and close the event record.

» Add an event with the category of Other

There are times when you want to add other types of events besides sporting events, dinners, and classes.
When you add other event records, you must first establish the category of Other. After you establish the
category, you can then add general event information on the General tab of the event record.

Scenario: It is the holiday season. Your organization is holding its annual Holiday Ball, with all proceeds
benefiting the Annual Fund. Add this other event record to your database.

1. On the Raiser’s Edge bar, click Records.
2. Click Events. The Events page appears.

Note: If you edit a record and notice your changes are not updated automatically, click Save on the toolbar

before you add any additional information.

3. Click New Event. The New Event screen appears.

Mew Event [ [=]

File Edit “iew Ewent Favortes Toolz Help

[ 5ave and Close - U|§'@' H 4 » H|—"|E 2'||§' ?'l%' ‘
Actions I Aittributes I Media | Maotes
General | Prices | Expenzes | Jobz | Participants
| Narnie: [4nnual Holiday Bl ID: [HOLIDAY
Categany: © Sporting event € Dinner = Class i+ Other
Dezcription; |Annual Holiday Ball with proceeds going o the Annuwal Fund.

Type: ISociaI j Start date: m Start timne: IW
Group: IYearI_l,J gala ballz j End date: m End time: Im
Campaign: IAnnuaI Camnpaigr jﬁl Coordinators ||
Event goal: Im Location ||

ltinerary desc: IHoIida_l.J Ball - Black Tie Required g Seating | Seating haz not been zet up for this event

Capacity: I‘IDDD Mo, irvited: |2DDD

[T Ewentizinactive [ Display on 'Calendar of Events'

|No. Farticipants: 0 | Mo, Registered: 0 Mo, Attended: 0

4. Select the General tab.

Tip: When you search your database, you can use an event ID to quickly locate an event record.

5. In the Name field, enter “Annual Holiday Ball”.
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6.

10.

11.

In the ID field, enter “HOLIDAY".

The ID must be unique. Enter the ID in the field, or skip this field to have the program automatically
generate an ID. The ID automatically appears in the field if you do this. For information about how to
automatically assign event IDs, see the Configuration & Security Guide.

Select the category of the event. Because this event is an annual holiday ball and no option matches this
type of event, select Other. The category determines the fields and buttons that appear on the General
tab of the event record.

In the Description box, enter “Annual Holiday Ball with proceeds going to the Annual Fund”.
In the Type field, select “Social”. Type represents the kind of other event.

In the Group field, select the group name “Yearly gala balls”. This event is one of four gala balls you give
throughout the year. Therefore, it is part of a series, or group.

To use the Grouped Event Registration wizard, you must select a group in the Group field. For
information, see “Multiple Registration for Grouped Events” on page 211.

In the Campaign field, select “Annual Campaign”. You want the proceeds from this event to go toward this
campaign. When you select a campaign, the event appears on the Events tab of the Annual Campaign
record, and the two records are linked together.

Tip: In the Event goal field, it is not necessary to enter a currency character or decimal. The program
automatically formats the currency when you leave the field.

12.

13.

14.

15.

16.
17.

In the Event goal field, enter the amount $125,000. To access the calculator and calculate the amount you
plan on earning for this event, press F7 or click the calculator button. The event goal represents the
amount, minus expenses, you hope to raise from this event.

In the Itinerary desc field, enter “Holiday Ball - Black Tie Required”. You can include this field when you
export event information, such as to create an itinerary in another program.

In the Capacity field, enter “1000”. This is the maximum number of people who can attend the ball. In the
No. invited field, enter “2000”. This is the number of invitations extended.

In both the Start date and End date fields, enter the date 12/11/2006. You enter the date in both fields
because the ball takes place on one day.

In the Start time field, enter “7:00 PM”.
In the End time field, enter “11:59 PM”. The ball ends at midnight.

Note: Tracking coordinators, adding a location, and setting up seating are all discussed in separate sections
later on in this guide.

18.

19.

’

To have the Annual Holiday Ball appear on your Calendar of Events, leave Display on ‘Calendar of Events
marked. For information, see “Calendar of Events” on page 196.

After you enter information on the General tab of the New Event screen, click Save and Close on the
toolbar to save and close the event record.

Inactive Event Records

To make an event record inactive, mark Event is inactive on the General tab of the event record. Once you make
an event record inactive, it is excluded from your searches. If necessary, you can make an inactive event record
active again.



EVENT MANAGEMENT 27

» Make an event record inactive

To make an event record inactive, mark Event is inactive on the General tab of an event record.

Scenario: The holiday season is over. Your organization already held its Annual Holiday Ball for 2006.
You are in the process of planning the Annual Holiday Ball for 2007. You decide to make the Annual
Holiday Ball for 2006 event record inactive. Open the Annual Holiday Ball event record and mark Event

is inactive. If you have not added an Annual Holiday Ball, see “Add an event with the category of
Other” on page 25.

1. From the Annual Holiday Ball event record, select the General tab. For information about how to open an
event record, see “Open an event record” on page 10.

Annual Holiday Ball M= B3
File Edit “iew Ewent Favortes Toolz Help
[ 5ave and Close - U|§'@' H 4 » H|—"|E Z - ||Q' ?'l%' ‘
v Participants | v Achons | v Attibutes | tedia I w  Motes
v General 1 v Prices | v  Expenzes | v  Jobs
| Narnie: [4nnual Holiday Bl ID: [HOLIDAY
Categany: © Sporting event € Dinner = Class i+ Other
Dezcription; |Annual Holiday Ball with proceeds going o the Annuwal Fund.

Type: ISociaI j Start date: |12H11£2DDB EII Start time: I?‘;DD Ptd

Group: IYearI_l,J gala ballz j End date: |12H11I2DDB EII End tirme: I‘I‘I:SS [=¥]
Campaigr: IAnnuaI Camnpaigr v| hl Coordinators | IJuIie b, Bach
Event goal: |$‘I25,DDD_DD j‘jj]l Lacation ||Berkshire Avditariurm

ltinerary desc: IHoIida_l.J Ball - Black Tie Required g Seating | Seating haz not been zet up for this event

Capacity: I‘IDDD Mo, irvited: |2DDD

[T Ewentizinactive [ Display on 'Calendar of Events'

|No. Farticipants: 1000 | Mo, Registered: 1000 |No. Attended: 0

2. Mark Event is inactive.

3. To save the changes, click Save and Close on the toolbar. The Annual Holiday Ball event record is now
inactive.

Make an inactive event record active

If necessary, you can always make an inactive event record active again.

Scenario: Your organization is holding its annual Holiday Ball. On the Annual Holiday Ball event record,
someone inadvertently marked the Event is inactive checkbox. The event record should be active, so
you need to correct this mistake. Open the Annual Holiday Ball event record and make the event
record active again. If you have not added the Annual Holiday Ball, see “Add an event with the

category of Other” on page 25. If you have not made the event record inactive, see “Make an event
record inactive” on page 27.

1. On the Raiser’s Edge bar, click Records.
2. Click Events. The Events page appears.
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3. Click Open an Event. The Open screen for events appears.

/i, Open

Find: I Ewent j Search uzsing queny: |<Default> ngg

sl Open

Cancel

] Add New

Options

NI

@ Find Now
Find Events that meet these criteria; New Search
Event Mame: I j Event Group: I j —
EventID:I j Event Type:l d
Event Categony: I j Ewent Location: I j
[~ Display Inactive Events [T Exact match only Expand Results

Note: After you mark the Display Inactive Events checkbox, the Open screen for Events automatically displays
inactive event records from this point on. If you decide you do not want to display inactive event records, you
can unmark this checkbox.

4. On the Open screen for events, mark Display Inactive Events.

i, Open
Find: I Event j Search uzing query: |<Default> ngg

ol Open

Cancel

1 Add New

Optiohs

#h Find Now
Find Events that meet these criteria; New Search
Event Marme: I j Event Group: I d —
EventID:I j Ewvent Type:l j
Ewent Category: I j Ewent Lacation: I j
¥ Dizplay Inactive Events [ Exact match anly Expand Results

AR
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5. Click Find Now. All your event records appear in the grid, including ones marked inactive.

Event Categony: I

j Event Location: I

i+, Dpen
Find: I Ewent j Search uzsing queny: |<Default> ﬁlg
Mame | Eventid | Event Category I Event Group | | v Open |
Afternoon Tea Afternoon Tea Dirner Summer Series of Fun Cancel |
Alta Tennis Tournament TEMNIS Sporting Event
Cthe e g Social
CPR Training Session CPRTRAILN Class Fublic safety classes CPRCl
Fire Prevention Fire Prevent Class Public safety classes Semin:
Galf Tournarnent - 1999 GOLF99 Sparting Event 1999 Galf Events Golf Te 7
i ’ ] Add New |
Golf Tournament - 2002 GOLF2002 Sporting Event Summer Series of Fun Golf Tc
Pasta Dinner {Pre-Walk) PASTA Dinner ‘Walk-a-Thon For Relief Options |
Playground Grand Op.,. OPEMING Dinner
Spring Ball BALL Other Gala Yearly
NN _>|_I dh Find Now |
Find Events that meet these criteria:
Mew Search |
Event Mame: I j Event Group: I j
EventID:I j Ewvent Type:l d Q
[
Epand Bess |

[¥ Display Inactive Events

[~ Exact match only

Expand Results

|1 3 records found.

6. Select the event record to make active again and click Open. The event record appears.

Annual Holiday Ball

File Edit “iew Ewent Favaortez Toolz Help
[5ave and Close - U|§'@' M 4 » N|—P'|m 2'|Q|?'|&'
v Participants | v Acliong | v Attibutes | tedia I v Motes
v General | v  Prices | v  Ezpenses | v Jobs
Mae: [Annual Holiday Bl ID: [HOLIDAY
Categony: © Sporting event € Dinner i Class {+ Other
Description: [Annual Holiday Ball with proceeds going to the Annual Fund.
Type: ISociaI j Start date: |12H11I2DDB EII Start time: I?‘:ElEl Fid
Graup: IYearI_'.J gala balls j End date: |12H11£2DDB EII End tirne; I‘I‘I;ES Prd

Campaigr: IAnnuaI Campaigt

Event goal: |$‘I 25,000.00 j'ﬁll

MY

Coordinators | IJuIie t. Bach
Location | IBerkshire Aviditorivim

Itinerary desc: IHolida_l,J Ball - Black Tie Required g Seating | Seating has not been zet up far this event

Capacity: I‘I oon

W Ewent is inactive

Ma. irvited: |2DDD

¥ Display on 'Calendar of Events'

| Mo. Participants: 1000

| Mo. Registered: 1000

Mo, Attended: 0

7. Select the General tab.
8. Unmark Event is inactive.

9. To save the changes, click Save and Close on the toolbar. The event record is now active again.
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Class Schedules

When you set up a class event, you may need to establish a class schedule. You should decide the frequency of
the class, how many classes to hold, the day(s) of the week, the start date, the start time, and the end time. You
can establish all this information from the Schedule button on the General tab of your class event record. For
example, you hold a Volunteer Orientation class. You decide to hold this class every Saturday in September,
starting on 09/04/2006. The class starts at 9:00 a.m. and last until noon. You can establish this type of schedule
from the Schedule button on the General tab of the Volunteer Orientation event record.

A class does not have to have a schedule. You may hold a class once on a single day. If this is the case, you can still
use the Schedule button to determine the date and time of the single class.

» Set up a class schedule
To set up a schedule for a class, click Schedule on the General tab of a class event record.

Scenario: Your organization holds its Summer CPR class on two Saturdays in July, from 8:00 a.m. until
noon. The class starts on June 2, 2007. You need to set up a schedule for this class. If you have not
added a Summer CPR class event, see “Add a class event” on page 23.

1. From the CPR Training - Summer event record, select the General tab. For information about how to open
an event record, see “Open an event record” on page 10.

CPR Training - Summer
File Edit “iew Ewent Favortes Toolz Help

[ 5ave and Close - U|§'@' H 4 » H|—"| Z- | ?'l%' ‘
Actions I Aittributes I Media | Maotes
v General | Prices | Expenzes | Jobz | Participants
| Mame: |CPH Training - Summer ID: |CPHSUM
Categany: © Sporting event € Dinner i+ Class = Other
Dezcription; |Summer CPR class
Type: ICF'F! class j Schedule | A zchedule has not been set up for this event

Group: IF'uinu: zafety claszes j Instruchars ||
Campaign: IAnnuaI Campaign v| hl Coordinators“

Event goal: |$‘I,250_DD j‘jj]l Lacation ||

Itinerary desc: IAduIt CPR Class - Summer Sessio g Seating | Seating haz not been et up for thiz event

Capacity: ISD Mo, invited: |1DD

[T Ewentizinactive [ Display on 'Calendar of Events'

|No. Farticipants: 0 | Mo, Registered: 0 Mo, Attended: 0
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2. Click Schedule. The Class Schedule screen appears.

Class Schedule for CPR Training - Summer [ %]
Use the 'Schedule’ fields, then select Update’ to generate the scheduls.
Erequency: [weekly =] Mo glasses: | | Date | start Time | End Time |

Ewvery I week[z] on " Sun [ Mon
[T Tue [T wed [T Thu [T Fi [ Sat

Start date: I Ell Stat time: I
End time: I <| | _>|

A zchedule has not been setup for thiz event

Cancel |

3. Inthe Frequency field, select “Weekly”.

If you hold the class at a different frequency schedule, you can select from these values in the Frequency
field: Annually (once a year), Semi-Annually (twice a year), Quarterly (four times a year), Monthly (once a
month), Semi-Monthly (twice a month), Biweekly (every two weeks), Single Class (one class), or Irregular
(not on a regular basis). When you select a frequency, fields appear accordingly so you can enter the
number of classes and the days and dates of the classes.

4. Since this class takes place twice every other Saturday, enter “2” in the No. classes field and Every [ ]
week(s) on field, and mark Sat (Saturday). Unmark any other checkboxes presently marked.

5. Inthe Start date field, enter the date the class starts, “06/02/2007".
In the Start time field, enter “8:00 AM”. In the End time field, enter “12:00 PM”.
7. Click Update. Your schedule appears in the grid.

Class Schedule for CPR Training - Summer [ %]
Use the 'Schedule’ fields, then select Update’ to generate the scheduls.
Erequency: [weekly ~| Mo glasses: 2 Date | Start Time | End Time |

- 06/02/2007 5:00 AM 1z2:00 PM

Every | K
L) R vesEen ) S e | |ositsjzo07 B0 am  1z:00PM

[ Tue [T wed [T Thu [T Fi [# Sat

Start date: |UB£D2£200? Ell Start time: |8:DD A
Erdtime: [1200PM | ||| |

Clazzes scheduled every 2 weeks on S aturday

()3 | Cancel |

If you select Irregular in the Frequency field, the Start Date appears, but you must manually enter the
schedule into the Schedule grid.

8. Click OK. You return to the General tab of the CPR Training - Summer event record. A label that describes
the schedule appears beside the Schedule button.

9. On the toolbar, click Save and Close.

Class Instructors

Instructors are the persons who teach your class events. For example, your organization holds its summer CPR
class. Ruth Taylor, a medical professional from your community, teaches the class. Ruth is the teacher, or
instructor.
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You can track your instructors on the General tab of a class event record. You can click Instructors on the General
tab of the event record to track them. You must add an instructor as a participant (registrant, guest, or sponsor)
of a class event. If you have not already added the instructor as a participant from the Participants tab of the
event record, you can click Instructors to do so. If you already added the instructor as a participant and marked

Participant is an instructor on the bottom of the participant record, the participant automatically appears in the
Instructors field on the General tab of a class event record.

For more information about how to add registrants, guests, and sponsors see “Add Participants” on page 123.

» Track class instructors

To track class instructors, you can click Instructors on the General tab of a class event record. Before you track
a class instructor, you must add the instructor as a participant on the Participants tab of the same event
record and mark Participant is an instructor, or you can add an instructor as a participant directly from the

Instructors button. This procedure shows you how to search for a participant already entered as a participant
on the Participants tab.

Scenario: Your organization holds its Summer CPR class. Jason Campbell teaches the event this year.
Add Jason as a class instructor on the General tab of the CPR Training - Summer event record. If you
have not added a CPR Training - Summer event record, see “Add a class event” on page 23. If you have
not added Jason as a participant, see “Add Participants” on page 123.

1. From the CPR Training - Summer event record, select the General tab. For information about how to open
an event record, see “Open an event record” on page 10.

CPR Training - Summer

File Edit “iew Ewent Favortes Toolz Help

[ 5ave and Close - U|§'@' H 4 » H|—"| Z- ||?'|§' ‘
Actions I Aittributes I Media | Maotes
v General | Prices | Expenzes | Jobz | Participants
| Mame: |CPH Training - Summer ID: |CPHSUM
Categany: © Sporting event € Dinner i+ Class = Other
Dezcription; |Summer CPR class
Type: ICF'F! class j Schedule | Clazzes scheduled every 2 weeks on Satur...

Group: IF'uinu: zafety claszes j Instruchars ||
Campaign: IAnnuaI Campaign jﬁl Coordinators ||
Event goal: Im Location | I
ltinerary desc: IAduIt CPR Clazz - Summer Sessio g Seating | Seating haz not been zet up for this event

Capacity: ISD Mo, invited: |1DD

[T Ewentizinactive [ Display on 'Calendar of Events'

|No. Farticipants: 0 | Mo, Registered: 0 |No. Attended: 0

Note: To add your instructors directly from the Instructors field on the event record, enter them in the field,

separated by semicolons. When you leave the field, the Open screen for Participants appears so you can search
for these participants to add as instructors.
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2. Click Instructors. The Instructors screen appears.

Instructors for CPR Training - Summer E

Uze the grid below to enter the instructors for thiz event.

Mame I Comments I

7] L]

Save and Cloze | Cancel |

Warning: Before you track an instructor, you must add the instructor to the event record as a participant. If
you have not added the instructor as a participant on the Participants tab of the class event record, you can
click Add New on the Open screen for participants to add the instructor as a participant. For more information
about how to add participants, see “Add Participants” on page 123.

3. Inthe Name column, click the binoculars. The Open screen appears, so you can search the participants of
the CPR class for Jason Campbell to add as an instructor.

i, Open

Find: I Participant j Search uzing query: |<Default> ngg

ol Open

Cancel

S
_ Cered |
1 Add New |
Find Participantz that meet these criteria: Opfions |
Last/Org harne: IEampbeII j Participation: I j
First name: I.Jason ﬂ Solicitor:l ﬂ #h Find Now |
Ewvent: IEF'H Training - Summer j Sponzored by I j T — |
Ewent categony: I j Guest of: I j —
Status: I ﬂ Registration: I j Q
[T Display participants who have attended [ Exact match only
™ Check aliages [~ Check spousze name Expand Results |

4. Enter your criteria on the Open screen and click Find Now.

5. Inthe grid, select Jason’s name from the list and click Open. A message appears to ask whether to add a
job assignment for Jason. Click No. You can add the job assignment later. You return to the Instructors
screen. Jason’s name automatically appears.

Instructors for CPR Training - Summer [ x|

Uze the grid below to enter the instructars for this event,
Name | Comments
Jason D, Campbell Senior Instructor
Save and Cloze | Cancel |

6. In the Comments column, enter any information you have about the instructor.
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Note: If you have multiple instructors and all cannot be seen in the Instructors field, hold your cursor (hover)
over the field. A tooltip displays the entire list of instructors.

7. Click Save and Close. You return to the General tab of the CPR Training - Summer event record. In the
Instructors field, Jason’s name appears.

CPR Training - Summer
File Edt “iew Ewent Favontes Toolz Help

[f5ave and Close - n|§'&' H 4 » N|—P‘| Zz- ?'|%' ‘
Actions | Attributes | Media | Motes
| Prices | Ezpenses | Jobs I v Participants
| Nae: [CPR Trsining - Summer ID: [CPRSUM
Category: ¢ Sporting event ¢ Dinner {* Class " Other
Description: |Surimer CPR class
Type: ICF'H class j Schedule | Clazses scheduled every 2 weeks on Satur...

Group: IF'uinc zafety clazzes j Inztactors | IJason D. Camphbell
Campaigr: IAnnuaI Campaigt vl ﬁl Coardinatars ||
Event goal: |$‘I,2ED_DD Ijjjl Location ||

Itinerary desc: IAduIt CPR Clazs - Summer Sexsio g Seating | Seating has not been zet up for this event

Capacity: IED Mo imvited: |1DD

T Ewventizinactive [ Display on 'Calendar of Events'

|N0. Participants: 1 | Mo. Registered: 0 Mo. Attended: 0

8. On the toolbar, click Save and Close.

Event Coordinators

Coordinators are the persons who oversee an event and make sure the event runs smoothly in the planning
stages and at the event itself. To track event coordinators, you can click Coordinators on the General tab of an
event record. You must add a coordinator as a participant (registrant, guest, or sponsor) of an event. If you have
not already added the coordinator as a participant from the Participants tab of the event record, you can click
Coordinators to do so. If you already added the coordinator as a participant and marked Participant is a
coordinator on the participant record, the participant automatically appears in the Coordinators field on the
General tab of a class event record.

For more information about how to add registrants, guests, and sponsors see “Add Participants” on page 123.
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Track event coordinators

To track event coordinators, you can click Coordinators on the General tab of an event record. Before you can
track a coordinator, you must add the coordinator as a participant on the Participants tab of the same event
record and mark Participant is a coordinator, or you can add a coordinator as a participant directly from the
Coordinators button. This procedure shows you how to search for a participant you already entered as a
participant on the Participants tab.

Scenario: Your organization holds its Summer CPR class. Mark Adamson coordinates the event this
year. Add Mark as an event coordinator on the General tab of the CPR Training - Summer event record.
If you have not added a CPR Training - Summer event record, see “Add a class event” on page 23. If
you have not added Mark as a participant, see “Add Participants” on page 123.

1. From the CPR Training - Summer event record, select the General tab. For information about how to open
an event record, see “Open an event record” on page 10.

CPR Training - Summer
File Edt “iew Ewent Favontes Toolz Help

[M5ave and Clase - n|§'@' H 4 » H|—P'| Zz- ?'|§' ‘
Actions | Attributes | Media | Motes
general | Prices | Expenzes | Jobs I v Participants

| Mame: |CPF| Training - Summer ID: |CPF|SUM
Categany: © Sparting event € Dinner i+ Class " Other
Description: |Surimer CPR class
Type: ICF'H class j Schedule | Clazszes scheduled every 2 weeks on Satur...

Group: IF'uinc zafety clazzes j Inztactors | IJason D. Camphbell
Campaigr: I."—‘mnual Camnpaigr v| ﬁl Coordinators ||
Event goal: |$‘I,2ED_DD J‘ﬁ]l Loeation “

Itinerary desc: |f.\du|t CPR Clazs - Summer Sezsio g Seating | Seating has not been zet up far this event

Capacity: IED Mo, invited: |1DD

[T Ewentizinactive [ Display on 'Calendar of Events'

Note: To add coordinators directly from the Coordinators field, enter their names in the field, separated by
semicolons. When you leave this field, the Search participants screen appears so you can search for these
participants to add as coordinators.

2. Click Coordinators. The Event Coordinators screen appears.

Event Coordinators for CPR Training - Summer

Uze the grid below to enter the coardinatars far this event.

Mame I Comments I

7] L]

Save and Cloze Cancel
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Warning: Before you track a coordinator, you must add the coordinator to the event record as a participant. If
you have not added the coordinator as a participant on the Participants tab of the class event record, click Add
New on the Open screen to add the coordinator as a participant. For more information about how to add
participants, see “Add Participants” on page 123.

3. Click the binoculars. The Open screen appears so you can search the participants of the CPR class for Mark
Adamson to add as a coordinator.

i, Open
Find: I Participant j Search using queny: |<Default> ﬂlgg

Sl Open

Cancel

“]add New

Options

i

Find Participants that meet these criteria:

Last/Org name: IAdamson j Participation: I j
First name: IMark j Solicitar: I j &% Firnd Mow |
Event: IEPFI Trairing - Surimer j Sponsared by:l d New Search |
Ewent categony: I j Guest of: I j
Status: I j Fiegistration: I j Q
[ Dizplay participants who have attended [~ Exact match only
™ Check aliases [~ Check spouse name Expand Results |

4. Enter your criteria on the Open screen and click Find Now. Select Mark’s name from the list that appears
in the grid and click Open. A message appears to ask whether to add a job assignment for Mark. Click No.
You can add the job assignment later. You return to the Event Coordinators screen. Mark’s name
automatically appears.

Event Coordinators for CPR Training - Summer

Uze the grid below to enter the coordinatars far this event.
Mame Comments
Mark. D, Adamson Seniot Coordinator
Save and Close | Cancel |

5. In the Comments column, enter any information about the coordinator.

Note: If you have multiple coordinators and all cannot be seen in the Coordinators field, hold your cursor
(hover) over the field. A tooltip displays the entire list of coordinators.
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6. Click Save and Close. You return to the General tab of the CPR Training - Summer event record. In the
Coordinators field, Mark’s name appears.

CPR Training - Summer
File Edit “iew Ewent Favortes Toolz Help

?-|8- |

[M5ave and Claze - U|§'@' H 4 » H|—"| Zz-
Actions I Aittributes I Media | Maotes
W Qenerém"" | Prices | Expenzes | Jobs | v Participants
| Mame: |CPH Training - Summer ID: |CPHSUM
Categany: © Sporting event € Dinner i+ Class = Other
Dezcription; |Summer CPR class
Type: ICF'F! class j Schedule | Clazzes scheduled every 2 weeks on Satur...

Group: IF'uinu: zafety claszes j Instruchars | IJason D. Camphell
Campaigr: IAnnuaI Camnpaigr v| hl Coordinators | IMark D. Adamson

Event goal: |$‘I,250_DD j‘jj]l Lacation ||

Itinerary desc: IAduIt CPR Class - Summer Sessio g Seating | Seating haz not been et up for thiz event
Capacity: ISD Mo, invited: |1 oo

[T Ewentizinactive [ Display on 'Calendar of Events'

Mo, Attended: 0

|No. Farticipants: 2 | Mo, Registered: 0

7. On the toolbar, click Save and Close.

Event Location

Before you can host an event, you must decide on where to hold the event. Once you establish a location, you
can track it on the General tab of the event record. From the Location button on the General tab, you can track
the location name, address, phone number, location contact, and any notes about the location.
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» Track event location

You can track an event location on the General tab of an event record.

Scenario: Your organization holds its annual golf tournament. You decide to hold the tournament at
Fairfield Country Club. Enter the location on the General tab of the golf tournament event record. If
you have not added the annual golf tournament event record, see “Add a sporting event” on page 20.

From the Annual Golf Tournament event record, select the General tab. For information about how to

open an event record, see “Open an event record” on page 10.
[ [O]=]

B Annual Golf Tournament

File Edit “iew Ewent Favarites Help

Tools

ESaveandCIose‘|u|§'@'|H 14 H|—"’| 2'| |?'|&' ‘
Achions I Aittributes I Media | Maotes
VT General | Prices I Expenses I Jobs I v Participants
| MHame: IAnnuaI Golf Tournament 1D: IGEILF
= Dinner = Class = Other

Cateqony: % Sporting event

Thiz iz a captain's choice toumament to be held at Fairfield Country Club.  Event will feature live

Drescription:
muzic and dancing afterward, with food provided by Divine Catering.

Type: IGDIfToumament j Start date: ID?H22IQDDB EII Start time: IB;DDAM
Broup: |Summer Series of Fun =] End date: ID?H22£2DDB EII End time: |11;59 P

Campaigh: IEndowment Campaign v| ﬂ' Coordinators | IJason [. Campbell
Event goal |$15,DDD.DD ;,-,JI Location ||

Itinerary desc: IAnnuaI Golf Tournament - Proper g Seating | Seating has not been et up for this event

Mo, irvited: ISDD

¥ Display on 'Calendar af Events'

Capacity: 120

[T Ewent iz inactive

|ND. Participants: 120 | Mo, Registered: 120 |ND. Attended:; 0

Note: You can also enter a location in the Location field on the General tab of the event record.

2. Click Location. The Location Information screen appears.

Location Information for Annual Golf Tournament [ %]

Location: |Fai[field Country Club Phane: |843-555-2289

Cauntry: IUnited States j Contact: ILamal Smith, president

Motes: | The taurnament will take place on the

Address |1289 Mtle Grove Way
Sea Gull Cowrze.

Linesz:

City: |Eharleston

State: ISC - I South Carolina
ZIF: |294D3

(0] 4 | Cancel |
3. Inthe Location field, enter where the event takes place, “Fairfield Country Club”.
4. In the Country field, select “United States”.

5.

In the Address Lines field, enter the location’s street address, “1289 Myrtle Grove Way”.
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In the City field enter “Charleston”; in the State field, select “SC”; and in the ZIP field, enter “29403".
7. Inthe Phone field, enter the location’s phone number, “843-555-2289".

8. In the Contact field, enter the person to get in touch with if you have questions or concerns about the
event location, “Lamar Smith, president”.

9. Inthe Notes box, enter “The tournament will take place on the Sea Gull Course.”

10. Click OK. You return to the General tab of the Annual Golf Tournament event record. In the Location field,
Fairfield Country Club appears.

& Annual Golf Tournament I B3

File Edt “iew Ewent Favontes Toolz Help

[f5ave and Close - n|§'&' H 4 » N|—P‘| Zz- ?'|%' ‘
Actions | Attributes | Media | Motes

Vﬁeneral' Prices | Expenzes | Jobs I v Participants

| Name: IAnnuaI Golf Tounament 10 IGEILF

Category: % Sporting event ¢ Dinner " Class " Other

Thiz iz a captain's choice tourmament to be held at Fairfield Country Club. Event will feature live
muzic and dancing aftenward, with food provided by Divine Catering.

Type: IGDIFToumament = Start date: m Stait tirne: IW
Graup: ISummelSeries of Fun j End date: m End time: Iw
Campaigr: IEndowment Campaign jﬁl Coardinatars | IJason 0. Carmpbell
Event goal lm Location ||Failfield Country Club

Itinerary desc: IAnnuaI Golf Taurnamert - Proper g Seating | Seating has not been zet up for this event

Capacity: 120 Mo imvited: ISDD

T Ewventizinactive [ Display on 'Calendar of Events'

Drescription:

|N0. Farticipants: 120 | Mo. Registered: 120 Mo. Attended: 0

11. On the toolbar, click Save and Close.

Event Seating

Note: On the General tab of a participant record, you may decide to add the participant to a group before you
set up your seating arrangements. When you do this, the Seating Setup Wizard does not appear the first time
you click Seating. The Seating screen appears. To set up seating arrangements, click Setup in the Seats frame of
the Seating screen at any time.

You can set up seating for any type of event — sporting event, dinner, class, or other. To initially set up seating,
you can click Seating on the General tab of the event record. When you click Seating the first time, the Seating
Setup Wizard appears. With the wizard, you can decide how to arrange your seating. You can set up sections,
tables, and seats; sections, rows, and seats; or just sections and seats. With the wizard, you can determine the
number of sections, tables, rows, and seats you need; and you can name your sections, tables, rows, and seats
when it is beneficial.

Once you finish setting up your seating arrangements on the Seating Setup Wizard, the Seating screen appears.
From the Seating screen, you can quickly and easily assign participants to seats. You can assign participants to
seats individually, and you can group participants who request to sit together and assign each group to a section
of seats. You can also automatically assign participants to seats when you have no particular pattern to follow. As
you assign participants to seats, you can run a Seating Validation Report to help determine whether any conflicts
or problems exist.
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For example, you host a Health Awareness class with a capacity of 100. Your classroom has two sections with 10
tables of seating. Each table contains five seats. With the Seating Setup Wizard, you easily establish two sections
of seating and set up the seating by 10 tables with five seats each. To make it easy for participants to find their
seats, you decide to name your sections and tables. You name your sections “Left Section” and “Right Section”
and color-code the tables. After you set up your seating arrangements, you assign each participant to a seat from
the Seating screen. As participants register for the class and tell you about their guests or request to sit with other
participants, you add these participants to groups and assign each group to a table together, when possible. As
you assign participants to seats, you run the Seating Validation Report at intervals to ensure your groups sit
together, guests are seated with their hosts, and everyone gets seated properly.

Note: From Reports, you can run a Seating Arrangements Report to generate a list of seating assignments for
your participants by section, table, row, and seat. You can also run a Seating Validation Report to help resolve
seating issues. For information, see the Reports Guide.

After you set up your seating and assign participants to seats, at any time you can click Setup on the Seating
screen to access the Seating Setup Wizard to change your seating arrangements. Just be careful when doing so;
you can lose seating assignments. The program warns you when this is the case.

In this section of the guide, we discuss how to use the Seating Setup Wizard to set up seating arrangements from
the General tab of the event record. We introduce you to and explain each frame of the Seating screen. We then
discuss procedures you should think about before you assign participants to seats. After that, we go through
procedures you can use to assign your participants, both individually and in groups, to seats. Then, we introduce
you to the Seating Validation Report. For convenience, on the General tab of the participant record, you can also
access the Seating Setup Wizard and Seating screen to accomplish all these tasks. What you learn in this section
of the guide, you can use on the General tab of the participant record, as well.

On the General tab of the participant record, you can also indicate when a participant does not need to be
assigned to a seat, add group and seating notes for the participant, and add a participant to a group even in
advance of knowing your event venue and setting up seating arrangements. For information about these
procedures, see “Set Up Seating on the Participant Record” on page 151.

Seating Setup Wizard

Note: On the General tab of a participant record, you may decide to add the participant to a group before you
set up your seating arrangements. When you do this, the Seating Setup Wizard does not appear the first time
you click Seating. The Seating screen appears. To set up seating arrangements, click Setup in the Seats frame of
the Seating screen at any time. For information about seating on the participant record, see, “Set Up Seating on
the Participant Record” on page 151.

To initially set up your seating arrangements (your seating layout template), you can click Seating on the General
tab of the event record or participant record. When you click Seating the first time, the Seating Setup Wizard
appears. With the wizard, decide how to arrange your seating. You can set up Sections, Tables, and Seats;
Sections, Rows, and Seats; or just Sections and Seats. With the wizard, you can determine the number of
sections, tables, rows, and seats you need; name your sections, tables, rows, and seats when you find it helpful;
and decide whether to use continuous numbering across sections, tables, or rows.

When you finish setting up your seating arrangements from the Seating Setup Wizard, the Seating screen
appears. From the Seating screen, you can quickly and easily assign your participants to seats. For information
about the Seating screen, see “Introduction to the Seating Screen” on page 58.

Once you establish seating arrangements on an event record, you may want to use the same seating
arrangements for another event. Instead of setting up the same seating arrangements again, you can copy the
existing arrangements (template) from one event record to another to save time.
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Seating Setup Wizard Screens

The Seating Setup Wizard consists of several consecutive screens. When you decide to arrange your seating by
Sections, Tables, and Seats or Sections, Rows, and Seats, the Seating Setup Wizard has five screens: (1) Welcome
to the Seating Setup Wizard, (2) Seating Layout, (3) Sections, (4) Tables or Rows, and (5) Seats. When you arrange
your seating by Sections and Seats, the wizard has four screens: (1) Welcome to the Seating Setup Wizard,

(2) Seating Layout, (3) Sections, and (4) Seats.

To move forward from one screen to the next, click Next. To return to a screen, click Previous. At any time, you
can click Cancel to close the Seating Setup Wizard and stop setting up your seating arrangements. When you
finish setting up your arrangements, you must click Finish.

Welcome to the Seating Setup Wizard screen. On the Welcome to the Seating Setup Wizard screen, you
begin to set up your seating arrangements. To initially access this screen, click Seating on the General tab of
the event record or participant record. Once you set up your seating and click Finish on the wizard, you can

access the Seating Setup Wizard at any time from the Setup button on the action bar of the Seats frame on
the Seating screen.

g - . Welcome to the Event Seating
Setup Wizard

Uging thiz wizard you can define the type of zeating, the

number of Sections, Tables or Rows, and/or Seats. The

zeating lapout can be manually changed after the Setup

- “wizard has been run or the Wizard can be opened at any
4 time from the Seating window,

N Tacontinue, click Mext.

Toreturn to the Seating window, click Cancel.

MCancel <Erevious| Mest » | Firiishy |

Seating Layout screen. On the Seating Layout screen, you decide how to divide your seating arrangements.

¢ When you select Sections, Tables, and Seats, the No. of sections, No of tables per section, and No. of
seats per table fields appear.

Note: To change the way you divided your seating, select another option in the Seating is divided into field

and change your values in the fields. Once you click Finish on the Seating Setup Wizard, the values in the No.
fields are disabled and a Reset values button appears. You can click Reset values, enter new numbers in the

fields, and start to set up your seating arrangements again.

¢ When you select Sections, Rows, and Seats, the No. of sections, No of rows per section, and No. of seats
per row fields appear.

¢ When you select Sections and Seats, the No. of sections and No. of seats per section fields appear.

Once you decide how to divide your seating and enter numbers in the fields, the Total seating capacity field
updates to reflect your decisions.
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Also on the Seating Layout screen, you can click the Copy from another Event button to copy seating
arrangements (a template) from one event record to another.

Seating Setup Wizard E

Seating Layout
Seating can be divided into Sectiong’ T ables\Seats, Sections\Rows\Seats, or Sections\Seats, h

Seating iz divided into: ¢ Sections, Tables, and Seats
= Sections, Fows, and Seats

" Sections and Seats

Mo, of sections: |2

I—
MNa. of tables per section: |5
I—

Mo, of seats per table: |5

Total seating capacity: 50

Copy frarm anotherEvent...l Cancel | <Erevious| Mest » I Finizsh |

Sections screen. On the Sections screen, you can change the default section names to more meaningful names
than Section 1, Section 2, etc.

When you select Sections, Tables, and Seats or Sections, Rows, and Seats, you can change the number of
tables or rows in each section and change the starting number for each table or row within each section.

When you select Sections and Seats, you can change the number of seats in each section and the starting
number for the seats within each section.

Note: On the Sections screen, when you use continuous numbering, the numbering runs across sections. For
example, if you set up two sections with five tables in each section and mark Use continuous numbering, the
tables are numbered 1 - 5 in Section 1 and 6 - 10 in Section 2. Without continuous numbering, the tables are
numbered 1 - 5 in each section.

On the Sections screen, you can also determine whether to use continuous numbering across your sections.

Seating Setup Wizard

Sections
Far each Section, pou may specify the name, the number of Tables per section, and the starting
T able number.

™ Use continuaus numbering

Seckion Mumber I Section Name I Murber of Tables | Starting Table Number I Ending Table Mumber
1 Section 1 5 1 5
2 Section 2 S 1 5

Finizh

Cancel < Previous il




EVENT MANAGEMENT 43

Tables or Rows screen. The Tables or Rows screen appears only when you select Sections, Tables, and Seats
or Sections, Rows, and Seats. On the Tables or Rows screen, you can select a section, and within that section,
you can give your tables or rows more meaningful names than Table 1, Table 2, Row 1, Row 2, etc.

You can change the number of seats for a table or row and change the starting seat number of each table or
row.

Note: On the Tables or Rows screen, when you use continuous numbering, the numbering runs across tables
or rows. For example, if you set up a section of five tables with five seats at each table and mark Use
continuous numbering, the seats are numbered 1 -5 at Table 1, 6 - 10 at Table 2, 11 - 15 at Table 3, 16 - 20 at
Table 4, and 21 -25 at Table 5. Without continuous numbering, the seats are numbered 1 - 5 at each table.

On the Tables or Rows screen, you can also determine whether to use continuous numbering across your
tables or rows.

Seating Setup Wizard

Tables
For each T able, you may specify the name, the number of seats per Table, and the starting seat h
number.

Section; ISection 1 j [T Use continuous numbering
Table Mumber | Table Namne | Murnber of Seats | Skarting Seat Mumber | Ending Seat Number
1 Table 1 5 1 5]
2 Table 2 5 1 B
3] Table 3 5 1 5
4 Table 4 5 1 5
5 Table & 5 1 5
Cancel | < Previous Finizh |

Seats screen. On the Seats screen, when you select Sections, Tables, and Seats or Sections, Rows, and Seats,
you can select a section and table or row within that section. You can then give each seat at that table or row
a more meaningful name than Seat 1, Seat 2, etc.
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When you select Sections and Seats, you can select a section and give each seat within that section a more
meaningful name.

Seats
Y'ou may specify a name for each seat, h

Section: | Section 1 i Table: [Table 1 =l
Seak Murmber I Seat Mamne |

1 Seat 1

2 Seat 2

3 Seat 3

4 Seat 4

5 Seat 5

Cancel <Erevious| et | M Finish
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» Set up seating arrangements

With the Seating Setup Wizard, you can quickly and easily set up seating arrangements according to the layout
of your room or space. This procedure takes you through a scenario to divide your seating by sections, rows,
and seats. You can follow this procedure when you select either of the other options: Sections, Tables, and
Seats or Sections and Seats. Just remember, when you select Sections, Tables, and Seats, substitute “tables”
for “rows” in the procedure. For Sections and Seats, you need no tables or rows. You can ignore those steps.

Scenario: You hold a Starlight Concert fundraiser and invite 1000 guests. You need to divide your
seating arrangements into two sections — Left Orchestra and Right Orchestra. Within each section,
you want 20 rows with 25 seats per row. You do not want to use continuous numbering across
sections or rows. You want to name each row within each section a letter of the alphabet — A, B, C,
etc. You decide to name each seat within each row with a coordinating letter and number, A-1, A-2,
A-3, etc. Naming the sections, the rows within each section, and the seats within each row will make it
easier for the participants to find their seats. With the Seating Setup Wizard, set up these seating
arrangements.

1. From the Starlight Concert event record, select the General tab. For information about how to open an
event record, see “Open an event record” on page 10.

Starlight Concert
File Edt “iew Ewent Favontes Toolz Help

[fi5ave and Clase - n|§'@' H 4 » H|—P'| z- ‘
v Participants | v Actionsz | v Attributes |
v General | v  Prices | v  Ezpenses

| Mame: IStarIight Concert

Categany: © Sparting event € Dinner " Class i+ Other

It the Central Garden, the orchestra will provide a concert. All attendees must bring their own food
and drinks, Gates open at 6:00 p.m. for garden tours and picknicking. Concert will begin harply at
200 p.m.

Type: ISociaI = Start date: Im Stait tirne: IW
Graup: ISummelSeries of Fun j End date: Im End time: IW
Campaign: I jﬁl Coordinators ||
Event goal lm Lacation “Centralﬁarden

Itinerary desc: IGates open at B:00; Music begins g Seating | Seating has not been zet up for this event.

Capacity: I‘IEDD Mo invited: |1DDD

[T Ewentizinactive [ Display on 'Calendar of Events'

Drescription:

|No. Participants: 23 | Mo. Registered: 28 |No. Attended: 0

Note: On the General tab of a participant record, you may add the participant to a group before you set up
your seating arrangements. When you do this, the Seating Setup Wizard does not appear the first time you click
Seating. The Seating screen appears. To set up seating arrangements, you can click Setup in the Seats frame of
the Seating screen at any time. For information about seating on the participant record, see, “Set Up Seating on
the Participant Record” on page 151.
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2. Click Seating. Because this is the first time you have set up any seating arrangements for this event, the
Seating Setup Wizard appears and displays the Welcome to the Event Seating Setup Wizard screen.

Seating Setup Wizard

~ Welcome to the Event Seating
Setup Wizard

Uzing thiz wizard you can define the type of zeating, the
nurnber of Sections, Tables or Rows, and/or Seats. The
zeating layout can be manually changed after the Setup
YWizard has been wn o the Wizard can be opened at any
tire frarm the Seating windaw.

To continue, click Hext.

Ta returs to the Seating window, click Cancel.

<Erevious| Heut » | Eirish |

3. Click Next. The Seating Layout screen appears.

Seating Setup Wizard

Seating Layout
Seating can be divided into SectionshT ableshSeats, Sections\FowshSeats, or Sections\Seats.

Seating iz divided into: % Sections, Tables, and Seats
= Sectionz, Rows, and Seats

{~ Sechion: and Seats

Mo, of sections: |1

I—
Mo, of tables per zection: |1
I—

Mo, of seats per table: |1

Total zeating capacity: 1

LCopy fram another Event. .. | Cancel < Previous 4 Finizh

4. In the Seating is divided into field, select Sections, Rows, and Seats. This is how you want to break out
your seating. When you select Sections, Rows, and Seats, No. of sections, No of rows per section, and
No. of seats per row fields appear. In each, enter a number to further break out your seating
arrangements.
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Note: On the Seating Setup Wizard, to change the way you divided your seating, select another option in the
Seating is divided into field and change your values in the fields. Once you click Finish on the Seating Setup
Wizard, the values in the fields are disabled and a Reset values button appears on the Seating Layout screen.
You can click Reset values, enter new numbers in the fields, and start to set up your seating arrangements

again.

5. Inthe No. of sections field, enter “2” to divide

your seating into two sections.

6. Inthe No. of rows per section field, enter “20”. You need 20 rows per section.
7. Inthe No. of seats per row field, enter “25”. You want each row to have 25 seats.

Seating Setup Wizard

Seating Layout

Seating can be divided into SectionshT ableshSeats, Sections\FowshSeats, or Sections\Seats. h

Seating iz divided into:

{~ Sectionz, Tables, and Seats
f* Sectionz, Rows, and Seats

{~ Sechion: and Seats

Mo, of sections:
Mo, of rows per section;

Mo, of seats per row:

T
o
E

25

Total seating capacity:

1.000

Copy fromn another Event... | Cancel | < Previous

Finish

8. Click Next. A progress bar appears. The progra

Event Seating

Generating Seating, please wait___

m starts to generate your seating.

Note: At any time, you can click Cancel to close the Seating Setup Wizard and stop the setup of your seating
arrangements. You should cancel before you click Finish.
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9.

Once the program generates your seating, the Sections screen appears. On the Sections screen,
determine whether to use continuous numbering across your sections. You can give your sections more
meaningful names than Section 1 or Section 2. You can also change the number of rows in a section and
change the starting row number of each section.

Seating Setup Wizard E
Sections
For each Section, you may specify the name, the number of Rows per section, and the starting
Faw biumber.

[T Uze continuous numbering

Section Mumber | Section MName | Mumber of Rows | Starting Row Mumber | Ending Row Murmber
1 Seckion 1 20 1 20
2 Section 2 20 1 20

Cancel

< Previous Finizh

Leave Use continuous numbering unmarked. You want the numbering of your rows in both sections to
remain 1 - 20.

If you mark Use continuous numbering, the numbering becomes continuous across sections. The rows
will be numbered 1 - 20 in Section 1 and 21 - 40 in Section 2.

Warning: When you name sections, you cannot use duplicate names. Each section must have a unique name.

10.

11.

12.

In the Section Name column, change the names of your sections to more meaningful names, such as to
help participants identify more easily where they sit. Beside Section Number 1, delete the Section Name
“Section 1” and enter “Left Orchestra”. Beside Section Number 2, delete the Section Name “Section 2”
and enter “Right Orchestra”.

In the Number of Rows column, leave the default number of rows (20 - the number you entered on the
Seating Layout screen) for both Section Number 1 and Section Number 2. You do not want to add or
subtract any number of rows in either section.

In the Starting Row Number column, leave the default number (1) for both Section Number 1 and
Section Number 2. You want your rows in both sections to be numbered 1 - 20.

Warning: When you change a Starting Row Number, you can never manually change the Ending Row
Number. The program changes this number to coordinate with the number in the Starting Row Number
column. For example, for your 20 rows of seating, if you change the Starting Row Number from 1 to 3, the
program automatically changes the Ending Row Number from 20 to 22. This still provides 20 rows of seating.
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13. The Ending Row Number column is not editable. Because you did not change a number in the Starting
Row Number column, the default number (20) remains in the Ending Row Number column for both
sections.

Seating Setup Wizard

Sections
Far each Section, you may specify the name, the number of Rows per section, and the starting
Fows miumber.

[T Uze continuous numbering

Section Mumber | Section Mame | Mumber of Rows | Starting Row Number I Ending Row Mumber
1 Left Orchestra Z0 1 20
z Right Crchestra 20 1 z0

Cancel < Previous Finizh

Warning: If on the Seating Layout screen, you divide your seating by Sections and Seats instead of Sections,
Tables, and Seats or Sections, Rows, and Seats, the next screen that appears is the Seats screen. A Tables or
Rows screen does not appear. When you divide your seating into Sections and Seats, you can skip to step 21.
Step 21 in this procedure talks about Seats.

14. Click Next. The Rows screen appears. On this screen, determine whether to use continuous numbering
across your rows. You can select a section, and within that section, give your rows more meaningful
names than Row 1, Row 2, etc. You can also change the number of seats in a row and change the starting
seat number of each row.

Seating Setup Wizard E

Rows
For each Row, pou may specify the name, the number of seats per Fow, and the starting seat h
rirnbeer,

Section: ILeft Orchestra j [~ Use continuous numbering
Rt Murnbey | Row Mame | Nurnber of Seats | Starking Seat Murnber | Ending Seat Mumber H
1 Row 1 25 1 25
2 Row 2 25 1 25
3 Fow 3 25 1 25
4 Fow 4 25 1 25
5 Row 5 25 1 25
& Fow & 25 1 25
7 Row 7 23 1 23
i Fiow 23 1 23 LI

Cancel < Previous Finish |
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15. Leave Use continuous numbering unmarked. You want the numbering of seats in each row to remain
1 - 25. If you mark Use continuous numbering, the numbering becomes continuous across rows: in Row
Number 1, seats 1 - 25; in Row Number 2, seats 26 - 50; in Row Number 3, seats 51 - 75; etc.

Warning: When you name tables and rows, you can give a table or row the same name in each section (one
per section), but you cannot give multiple tables or rows within the same section the same name. For example,
Table B can appear in three different sections, but three Table Bs cannot appear in Section 1.

16. You decided earlier to name each row in each section a letter of the alphabet. By alphabetizing the rows,
you feel the participants can more quickly find their seats. In the Section field, select “Left Orchestra”. The
seating arrangements for the Left Orchestra appear.

17. In the Row Name column, beside Row Number 1, replace the name “Row 1” with “A”. In the same
column, beside Row Number 2, replace “Row 2” with “B”. In the same column, beside Row Number 3,
replace “Row 3” with “C”. Continue to delete all default row names and enter the letters of the alphabet
in order. When you finish, the rows in the Left Orchestra section are named A -T.

18. In the Section field, select “Right Orchestra” and name each row exactly as you did in step 17. When you
finish, the rows in the Right Orchestra section are also named A - T.

19. In the Number of Seats column, leave the default number of seats (25 - the number you entered on the
Seating Layout screen) for all rows in both the Left Orchestra and Right Orchestra. You do not want to add
or subtract any number of seats in any row.

Warning: When you change a starting seat number, you cannot manually change the ending seat number. The
program changes this number to coordinate with the number you enter in the Starting Seat Number column.
For example, for your 25 seats per row, if you decide to change a starting seat number from 1 to 3, the
program automatically changes the ending seat number from 25 to 27 to provide 25 seats on the row.

20. In the Starting Seat Number column, leave the default number (1) for all rows in both the Left Orchestra
and Right Orchestra. You want seats within your rows to be numbered 1 - 25.

Seating Setup Wizard

Rows
For each Row, you may specify the name, the number of seats per Row, and the starting seat h
rirmber.

Sectian: IHight Orchestra ﬂ [ Use continuous numbering

Rows Mumber | Row Mame I Mumber of Seats I Starting Seat Number I Ending Seat Mumber Iil
25 25

25 25

25 25

25 25

25 25

25 25

25 25

25 25 LI

L B = B L I
T o0 MM o m W
e e e e

Cancel <Erevious| Hest » I Finizh |

Warning: When you name seats, you can give a seat the same name at each table or row (one per table or
row), but you cannot give multiple seats at the same table or row the same name. For example, Seat B can
appear at three different tables, but three Seat Bs cannot appear at Table 1.
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21. Click Next. The Seats screen appears. On the Seats screen, you can select a section, and within that
section, give your seats on each row more meaningful names than Seat 1, Seat 2, and so on.

Seating Setup Wizard
Seats
ou may zpecify a name for each seat. h
Section: |Left Dichestra =] Row: |2, =]
Seak Mumber I Seat Mame Iﬂ
1 Seat 1
2 Seak 2
3 Seak 3
4 Seak 4
5 Seak 5
-] Seak 6
7 Seat 7
g Seat 8 LI
Cancel < Previous | [dEwts |

22. You made the decision earlier to name your seats with a coordinating letter and number. You decide to
start to name the seats in the first row of the Left Orchestra. In the Section field, select “Left Orchestra”. In
the Row field, select “A”. The seats in Row A of the Left Orchestra appear.

23. Inthe Seat Name column, beside Seat Number 1, replace the name “Seat 1” with “Seat A-1”. In the same
column, beside Seat Number 2, replace “Seat 2” with “Seat A-2". In the same column, beside Seat
Number 3, replace “Seat 3” with “Seat A-3”. Continue to change all default seat names in this order. When
you finish, the seats in row A of the Left Orchestra are named Seat A-1 - Seat A-25.

Note: Once you finish naming the seats on all rows of the Left and Right Orchestra, you will have
Seat A-1 - Seat A-25 all the way through Seat T-1 - Seat T-25 in both sections.
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24. Continue to name the seats in all rows of the Left Orchestra in this fashion. When you finish, change all
seats in all rows of the Right Orchestra exactly as you did in step 23.

Seating Setup Wizard
Seats
ou may zpecify a name for each seat. h
Section: | Right Orchestra =] Row: |2, =]
Seak Mumber I Seat Mame Iﬂ
1 Seat -1
2 Seat 8-2
3 Seak 8-3
4 Seat 4-4
5 Seat 8-5
-] Seat 8-5
7 Seat &-7
g Seat A-5 LI
Cancel < Previous I [dEwts I Finizh |

Warning: If you use continuous numbering across sections, tables, or rows, when you click Finish, the
continuous numbering you set up appears under Seats. However, on the Seating Setup Wizard, the Use
continuous numbering checkbox defaults back to unmarked on the Sections, Tables, or Rows screens.

25. Click Finish. The Seating screen appears. Under Seats, your seating arrangements appear. To view the
rows within a section, click the plus sign beside the section. To view the seats within a row click the plus
sign beside the row. You can now start to seat your participants.

“» Seating for Starlight Concert BEE
File Edit Wiew Favortes Toolz Help
ESaveandE\use| n|§' @'||| ? '|ﬁ'
‘Pallicipanl: ‘Seal:
o @& iy = 7] L S
Evert Seat .l Seating for Starlight Concert:
@ 1-Left Orchestra
1A
Cynthia T. Mill
yneni T, e oo B 1-Seattd
Andrew Crenshaw ol 2-Seath2
Allison 0, Goodson o 3-Geat 43
Jeffrey B, Goodson B 4-Seatad
Geoffrey T, Beckner R B-Seats s
Zachery J. Clover F E ? gea: :S
Ryan K. Dorrion _'LI By 8- S::t 48
»
B 9-SeatAg
B 10-Seat 410
Groups = B 11 Seatd 11 —
f(‘.‘g L By || e e S i) IV FEfow b e H‘q 12-Seati-12
B 13- Seat 13
# Groups for Starlight Concert - ﬂ« 14 -Seat &-14
B 15-Seat 415
B 16-Seat&16
oo B 17 - Seat 417
oo B 18- Seat A8
B 19-SeatA-19
o 20-Seat 420
B 21-Seat A2
B 22-Seathz?
o 23-SeatA23 =
Tatal seats: 1000 Ma. seats assigned: 0 |Vacant seaty: 1000
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Note: After you initially run the Seating Setup Wizard and finish setting up your seating arrangements, when
you click Seating on the General tab of the event record or participant record, the Seating screen appears. For
information about the Seating screen, see “Introduction to the Seating Screen” on page 58.

26. To save your seating arrangements and close the Seating screen, click Save and Close on the toolbar. You
return to the General tab of the Starlight Concert event record. Beside the Seating button, the seating
capacity and the number of available seats appear. As you assign participants to seats, the number of
available seats decrease.

27. On the toolbar, click Save and Close.

» Copy seating arrangements from one event to another

Warning: When you copy seating arrangements from one event record to another, any participant seating
assignments on the original event record do not copy over to the recent event record.

To save time, you can copy seating arrangements (a template) from one event record to another. When you
copy seating arrangements, the entire structure — sections, tables, rows, seats, names, and

numbers — copies from the original event record to your recent event record. If you used continuous
numbering on the original event record, the continuous numbering sequence(s) also copy over to the recent
event record.

This procedure takes you through a scenario where you copy seating arrangements (a template) divided by
Sections, Rows, and Seats. You can follow this procedure to copy seating arrangements divided by one of the
other selections: Sections, Tables, and Seats or Sections and Seats. When you use Sections, Tables, and
Seats, substitute “tables” for “rows” in the procedure. For Sections and Seats, you have no tables or rows.

Scenario: You previously set up seating arrangements for your Starlight Concert event. You hold your
Spring Auction very soon. You feel the seating arrangements you set up on the Starlight Concert event
record work well for the Spring Auction. Copy the seating arrangements (the template) from the
Starlight Concert event record to the Spring Auction event record. If you have not set up seating
arrangements for the Starlight Concert, see “Set up seating arrangements” on page 45.

Note: This procedure takes you through the process to copy seating arrangements from an original event
record to a recent event record for which you have not yet set up seating arrangements. You can copy seating
arrangements from one event record to another at any time. After you set up seating, click Seating on the
General tab of the event record or participant record (or if before you set up seating, you added a participant
to a group), you can click Setup in the Seats frame of the Seating screen to access the Seating Setup Wizard.
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1. From the Spring Auction event record, select the General tab. For information about how to open an
event record, see “Open an event record” on page 10.

Spring Auction

File Edit “iew Ewent Favortes Toolz Help

[5ave and Close - U|§'@' H 4 » H|—"| Z- ||?'|§' ‘
Actions I Attributes I Media | Motes
vgeneral v Prices | Expenzes | Jobs | Participants
| Nafnie: [pring Auction ID: [AUCTION
Categany: © Sporting event € Dinner = Class i+ Other
Dezcription: | The Spring Auction will be held on Apnil 2 &t the Momizon Auditonum, Hundreds of items will be

available for preview the night before and during the auction. Light refreshments will be offered
during the auction.

Type: ISociaI j Start date: m Start timne: IW
Group: IAuction j End date: m End tirme: W
Campaign: I jﬁl Coordinators ||
Event goal: Im Lacation ||Morrison Auditarium
Itinerary desc: I g Seating | Seating haz not been et up far thiz event.
Capacity: W Mo, invited: IF

[T Ewentizinactive [ Display on 'Calendar of Events'

|No. Farticipants: 0 | Mo. Registered: 0 |No. Attended: 0

Note: After you initially run the Seating Setup Wizard and finish setting up your seating arrangements, when
you click Seating on the General tab of the event record or participant record, the Seating screen appears. For
information about the Seating screen, see “Introduction to the Seating Screen” on page 58.

2. Click Seating. Because this is the first time you have set up any seating arrangements for this event, the
Seating Setup Wizard appears and displays the Welcome to the Event Seating Setup Wizard screen.

: 5 ~ Welcome to the Event Seating
Setup Wizard

Uzing thiz wizard you can define the type of zeating, the
nurnber of Sections, Tables or Rows, and/or Seats. The
zeating layout can be manually changed after the Setup
YWizard has been wn o the Wizard can be opened at any
tire frarm the Seating windaw.

To continue, click Hext.

Ta returs to the Seating window, click Cancel.

<Erevious| Heut » | Eirish




3. Click Next. The Seating Layout screen appears.

Seating Setup Wizard

Seating Layout

Seating can be divided into Sections'T ablez\Seats, Sectionsh\RowshSeats, or Sectionz\Seats.

o

Copy from another Event... |

Seating iz divided into: % Sections, Tables, and Seats
{~ Sechionz, Rows, and Seats

= Seclionz and Seats

Mo, of zections: [1

I—
MNo. of tables per section: I‘I
I—

Mo, of seats per table: [

Total seating capacity: 1

Cancel

:

Finizh

< Previouz

4. Click Copy from another Event. The Open screen for events appears.
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Warning: If you already have seating arrangements set up on the Spring Auction event record, when you click
Copy from another Event, a message appears to tell you all existing seating setup will be overwritten. To
continue to the Open screen, click Yes. To stop copying seating arrangements, click No.

5. In the Event Name field, enter “Starlight Concert”.

/i, Open

Find: I Ewent j

Search uzsing quen: |<Default>

Find Events that meet these criteria;

ol Dpen

Cancel

i

Options

@& Find MNow
Mew Search

Previous Search

Ewvent Mamne: IStarIight Cancert

j E vent Group: I

EventID:I

j Event Type:l

Ewent Category: I

[ Display Inactive Events

[T Exact match only

T

j Ewent Location: I
Expand Besults
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6. Click Find Now. The Starlight Concert event record appears in the grid.

/i, Open

Find: I Ewent

[

Event IO

Search uzsing quen: |<Default>

Event Name

[« | 2
Find Events that meet these criteria;
Event Marme: IStarIight Concert x| Event Group:l |
EventID:I j Event Type:l j
Event Category:l j Ewent Location:l j

[ Display Inactive Events [T Exact match only

@& Find MNow

Previous Search

[ A

Options

Mew Search

Expand Besults

| 1 record found,

Note: On the Seating Layout screen of the Seating Setup Wizard, to ¢

hange the way you divide your seating,

select another option in the Seating is divided into field and change your values in the fields. Once you click
Finish on the Seating Setup Wizard, the values in the fields are disabled and a Reset values button appears on
the Seating Layout screen. You can click Reset values, enter new numbers into the fields, and start to set up

your seating arrangements again.

7. Select the Starlight Concert event record and click Open. The Sections screen appears and displays the

seating arrangements you previously set up on the Starlight Co

Seating Setup Wizard

Sections

For each Section, you may specify the name, the number of Rows per section, and the starting
Riow rumber,

ncert event record.

o

[~ Usze continuous numbering

Section Mumber | Section Mame | Number of Rows | Starking Row Number I Ending Row Murmber

Left Crchestra
Right Qrchestra

1
2

20
20

1
1

20
20

Cancel

< Previouz

Finizh
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Warning: When you name sections, you cannot use duplicate names. Each section must have a unique name.
When you name tables or rows, you can have duplicate names in different sections, but no duplicate names at
the same table or row. When you name seats, you can have duplicate names at different tables or rows, but no

duplicate names at the same table or row.

8. You decide to tweak the seating arrangements just a little for the Spring Auction. In the Seating Name
column, change “Left Orchestra” to “Left Section”. Change “Right Orchestra” to “Right Section”. These are
more appropriate section names for the auction. The changes you make here do not affect the original
seating arrangements on the Starlight Concert event record. They change only for the Spring Auction

event record.

Seating Setup Wizard

Sections

Fows miumber.

For each Section, you may specify the name, the number of Rows per section, and the starting h

[T Use continuous numbering

Seckion Mumber | Section Mame | Wumber of Rows | Starting Fow Mumber I Ending Faov Kumber

1 Left Section
z Right Section

20
20

i3

s |

9. To go to the Rows screen, click Next. To go to the Seats screen, click Next again. On any screen, you can
adjust your seating arrangements. On the Rows screen, perhaps you want to add an extra row to each
section. Maybe you need to mark Use continuous numbering. Or, on the Seats screen, you decide to add

two extra seats to a row.

Note: At any time, you can click Setup under Seats of the Seating screen to access the Seating Setup Wizard to
change your seating arrangements. Just be careful when you do so. If you already assigned participants to
seats, you can lose seating assignments. The program warns you when this is the case.
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10. After you adjust your seating arrangements, click Finish. The Seating screen appears. Under Seats, your
seating arrangements appear. To view the rows within a section, click the plus sign beside the section. To
view the seats within that row, click the plus sign beside the row. You can now start to seat participants.

e Seating for Spring Auction

Elle Edit Wiew Favortes Tools Help

ESavaandC\ﬂse| n|§' @'||| ? '|@'

‘Pallicipanls ‘Seals

|| ke etin ‘ - Syalel e B e ey Iz‘ =] | R s e + ¥ 5(;:5(4

Name | Event Seat [ Host Name . Seating for Spring Auction:
@ 1-Left Section
@ 2-Aight Section

1] |

‘EIDUDS
@ a2 B || e e Szt Iv et bES

IP Groups for 5pring Auction

|Tﬂla| seats: 1000 |Nﬂ seats assighed: 0 |Vacant seatz 1000

11. To save your seating arrangements and close the Seating screen, click Save and Close on the toolbar. You
return to the General tab of the Spring Auction event record.

12. On the toolbar, click Save and Close.

Introduction to the Seating Screen

Note: You can export the contents of the grid in the Participants, Groups, or Seats frames to Microsoft Excel
or another program. From the Participants, Groups, or Seats frame, right-click in the grid. A menu appears. To
export information to a data file that you can use in another program, select Export [Participants, Groups, or
Seats] Grid. If you have Microsoft Excel, select Export [Participants, Groups, or Seats] Grid to Excel to export
information to Excel. The information appears in a spreadsheet. You can also click in a frame and select Export
[Participants, Groups, or Seats] Grid or Export [Participants, Groups, or Seats] Grid to Excel from the menu
bar.

Once you finish setting up your seating arrangements using the Seating Setup Wizard, the Seating screen
appears. From now on, unless you delete your seating arrangements, when you click Seating on the General tab
of the event record, the Seating screen automatically appears. On the Seating screen, you set up your seating
user options, set up participant legend colors and formatting, view event seating properties, assign participants
individually or in groups to their seats, delete all seating arrangements, and print your Seating Validation Report.
At the bottom of the Seating screen, a status bar displays Total seats, No. seats assigned, and Vacant seats.

From the Seating screen, you manage all your seating arrangements for a specific event. You can also access the
Seating screen, as well as the Seating Setup Wizard from the General tab of a participant record. In “Set Up
Seating on the Participant Record” on page 151, we talk about how to access these screens from the participant
record. You can apply the topics we discuss here in both places.
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The Seating Screen contains a toolbar, menu bar, Participants frame, Groups frame, and a Seats frame. From
each, you perform different seating tasks. On the Seating screen, you can decide which of the three frames to

display.
“e Seating for Afternoon Tea |_ (=] x]
File Edit “iew Favorites Tools Help
E]Saveandclnse|u|§'@1' ?'|&'
| Participants | Seats
- - =
o ‘ el e e =] ] | Uafzizsanion o o
Host Name Event Seat I‘F Sealing for Afternoon Tea =
| Th =@ 1-Section 1
p— " v v . . i 1 -
Dianne 0. Cone Lucy G, Avdeenko  Lucy Avdeenko Party 1 - Section 191 - Table 142 - B Ehf 1-Table 1
X !;q T -4 [Lucy G. Awdeenka]
Eebe D, kemp Lucy G, Avdeenko  Lucy Awdeenko Party 1 - Section 141 - Table 143 - C B 2-B [Dianne D. Cane)
Clarice E. Riddle Lucy G, Avdeenko  Lucy Avdeenko Parky 1 - Section 141 - Table 194 - D g;1 3-C[BebeD. Kemp)
Claudia L. Tvery 1 - Section 142 - Table 2112 - B R“ 4 - [ [Clarice E. Riddle]
Hamptan L. Judson 1 - Section 142 - Table 2413 - C R 5 -E [Lesie McNaly)
George D. Finley 1 - Section 112 - Table 214 - D Ry B-F [Melicsa C. Elz)
The Bean Grind = B 7 -G [Madison B. Parker)
G A, Il ce, » B 8- H [Kerreth Parker]
g;1 q.]
- 10 -J [Kyle M. Rhodes)
|Groups — -4 2-Table 2
Ii‘:i;l P ElErE TG | | Sl St v < 17+ A [Mia Patrag]
B 12-B (Claudia L. Ivery)
Groups for Afternoon Tea g;,‘ 13 - C (Hampton L. Judsan]
@ Lucy Avdeenko Party g}‘ 14 -0 [George D. Finley)
§) Lucy G. Avdeenko [Lucy iz bringing three guests.] [ 15-E
§) Diarne 0. Cone [Requests to sit with Avdeerko Party: non-smoking) ol 16-F =
§) Bebe D. Kemp [Requests to sit with &wdeenko Party; non-smoking] iy 176G
o §) Clarice E. Riddle (Requests to sit with Avdeenko Party: non-smaoking) g;,‘ 18-H
o 19-1
ol 204
Fel-4ak 3 - Table 3
-k 4 - Table 4 ﬂ
| Total seats: 100 Ho. seats assigned: 13 |Vacant seats: 87

Participants Frame

Note: For information about how to add participants to an event record, see “Add Participants” on page 123.

The Participants frame shows the names of the participants (registrants, guests, and sponsors) added to the
event from the Participants tab of the event record. The list of participants in the grid of the Participants frame
excludes those participants who have Do not seat this Participant marked on the General tab of their participant
record. Each time you add a participant from the Participants tab and leave Do not seat this Participant
unmarked, the participant appears in the grid. For information about the Do not seat this Participant checkbox
on the participant record, see “Make sure a participant is not assigned to a seat” on page 152.

Tip: To quickly find a participant in the Participants frame, click in the grid and right-click. From the menu that
appears, select Find. The Find screen appears. On the Find screen, use the Field, Find what, and Match fields to
narrow down your search. For information about using the Find functionality in The Raiser’s Edge, see the

Program Basics Guide.
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If you set up seating legend options, your participants appear in the selected colors and formats. For information
about how to set seating legend options, see “Event Seating Legend” on page 66. For convenience, from the
Participants frame, you can double-click a participant name to open that participant record to view or edit.

" Seating for Afternoon Tea

Participants

1 Azsign to Section Ial Add to Group Show: Al Participants E| Filters: <Mo Filter>

Host Name Event Seat +

Leslie McNally - Section 111 - Table 115 - -8 [Luey G. Avdeenka)

Lucy G, Avdeerko  Lucy G, Avdeenko  Lucy Adwveenka Party 1 - Section 131 - Table 111 - -B [Diarne D, Core)

The Bean Grinder - [Bebe D Kemp)
Melissa C. Elzy - Section 141 - Table 146 - - [ [Clarice E. Riddle]
Madison R, Parker - Section 141 - Table 147 - - E [Leslie McMall)
Kenneth Parker - Section 111 - Table 113 - -F [Melissa C. Elzy)

. -G [Madizon B, Parker)
Carl Rhodes - Section 141 - Table 119 - “H [Kenneth Parker]

B 9-1 [Carl Fhodes)
B 10-J [Kyle M. Rhodes)
4 2-Table 2
- Table 3
= - Table 4
. Groups for Afternoon Tea -Table &
- Table B
Lucy G. Avdeenko - Table 7
Dianne D, Cone - Table 8
Bebe 0. Kemp ot 9-Takle d

Clarice E. Riddle Q 10 - Table 10

Note: Under Participants, you can sort the way participants appear in the grid. Click a column header to sort in
ascending or descending order. For example, click the Name column to sort participants by last name in
ascending or descending order. Click the Group column to sort your groups by group name in ascending or
descending order. For more information about how to sort within grids in The Raiser’s Edge, see the Program
Basics Guide.
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The default columns that appear in the grid in the Participants frame are Name (participant name), Host Name
(name of any participant who is bringing guests), Group (from the Groups frame), and Event Seat (section, table

or row, seat number). To add columns to this frame, right-click on the grid and select Columns from the menu.
The Columns screen appears.

“e Seating for Afternoon Tea |_ (=] x]
File Edit View Favortes Toaols Help
E]Saveandclnse|u|§'@i' ?'|&'
| Participants | Seals
0 lfjs! # | ety
Hosk Mame | Group I IP Seating for Afternoon Tea
=

12 Assign to Section

#) Dianne D. Cone
§) Bebe D. Kemp
~{ §) Clarice E. Riddle

Properties

1 - Section 1

| . 1-Table1
Leslie Mcrall 111 - Table 115 - E Q
esie Mcialy &7 Remave from Seat(s) ! able L 2-Table 2
Lucy G, Avdesnko  Lucy G, Avder 141 - Table 141 - & 1 Table 2
The Bean Grinder @Agd to Group 4-Table 4
Melissa C, Elzy if 3 Bemove from Group 111 - Table 1i6 - F 5-Table 5
Madison R, Parker ) 141 - Table 147 - G E-Table 6
Kenneth Parker i« Open Mia Patras 141 - Table 1148 - H ; ) E::e ;
- Table
(iarl Rhodes ﬁ Find. 141 - Tahle 113 - I’ i 9.Tabled
At 10 - Table 10
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On the Columns screen, you can select from a list of columns, such as Group/Seating Notes, Sponsor Name,
Status, Constituent ID, No. of Guests, Registration, Participation, Attended, Solicitor, Primary Constituent

Code, and Is Sponsor. You can decide which columns provide the most helpful information from the participant
record.

Columns

Usze these fields to indicate which columng should dizplay in the selected gnd.

Dizplay these colurmng:

M ame :l
Sponzor Mame Hoszt Mame
Statuz Group ll
Congtituent [0 Event Seat

Moo of Guests
Reqistration
Participation

Attended
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Primary Constituent Code
|z Sponzor

# Find... |

Fiezet to System Defaults |

v

]

Cancel
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Under Participants, you can click Show on the action bar above the grid to determine who to view in the grid. You
can select to view All Participants; Seated Participants; Unseated Participants; Grouped Participants; Ungrouped
Participants; Ungrouped, Unseated Participants; Registrants and Guests; and Sponsors and Sponsored
Registrants.
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To further filter what appears in the grid, click Filters on the action bar and complete the Registration,
Participation, Status, Attended, Solicitor, and Constituent Code fields on the Filters screen that appears.

Filters
— Filker By
Registratior; I Registered

Farticipation: |Attenu:|ee

Status: |F'ai|:|

Attended: INot Attended

Solicitor: ID avid Murphy

Ll [B] L] Led Lef L]

Constituent Code: IAlumnus

aF. I Cancel |

Warning: When you set up your seating arrangements by Sections and Seats, instead of Sections, Tables, and
Seats or Sections, Rows, and Seats, you always assign participants from the Participants frame to seats within
sections of the Seats frame. You have no tables or rows.

Under Participants, you can quickly and easily assign each participant to a seat at a table, row, or section of the

Seats frame. You can assign each participant to a seat one-at-a-time, or you can select multiple participants and
assign them simultaneously to seats. To assign participants to a section, table, row, or seat, click Assign to on the
action bar of the Participants frame, or drag and drop them from the Participants frame to the Seats frame.
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Under Participants, you can add participants who request to sit together to groups you create under Groups. To
assign participants to a group under Groups, click Add to Group, or drag and drop them from the Participants
frame to a group in the Groups frame.

Groups Frame

Under Groups, you can click New Group on the action bar to create a new group for participants who want to sit
together. Once you create and name a group, to add participants to the group, click Add to Group on the action
bar of the Participants frame. Once you create and add participants to a group, you can assign the entire group to
a section, table, or row in the Seats frame by using the Assign to button on the action bar, or dragging and
dropping the entire group from the Groups frame to the Seats frame.

Note: For information about how to add participants to an event record, see “Add Participants” on page 123.

On the action bar of the Groups frame, a Show Notes checkbox appears. When you mark this checkbox, any
notes you added in the Group/seating notes field on the General tab of the participant record appear. On the
General tab of the participant record, in the Group/seating notes field, you can enter helpful notes to remember
about a participant’s group or seating requests. For example, when participants ask to sit with a particular group,
you can note this on their participant records. When participants request to sit in areas such as smoking or
non-smoking/outside or inside, you can add that sort of information. These notes help you determine where to
seat participants in the Seats frame. For information about Group/seating notes on the participant record, see
“Add group and seating notes for a participant” on page 154.

Tip: To quickly find a group or a participant in a group under Groups, click in the grid and right-click. From the
menu that appears, select Find. The Find screen appears. On the Find screen, use the Find what and Match
fields to narrow down your search. For information about using the Find functionality in The Raiser’s Edge, see
the Program Basics Guide.

If you set up seating legend options, the participants that appear within groups under Groups appear in the
selected colors and formats. For information about setting seating legend options, see “Event Seating Legend” on
page 66.
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Seats Frame

Tip: To quickly find a section, table, row, seat, or participant in the Seats frame, click in the grid and right-click.
From the menu that appears, select Find. The Find screen appears. On the Find screen, use the Find what and
Match fields to narrow down your search. For information about the Find functionality in The Raiser’s Edge,
see the Program Basics Guide.

Once you set up your seating arrangements with the Seating Setup Wizard, your seating arrangements appear in
the Seats frame. Here, you can view each section, and the tables, rows, and seats underneath each section. To
expand a section, table, or row, click the plus sign. For convenience, under Seats, you can double-click a
participant name to open that participant record to view or edit.

As you assign participants under Participants to a section, table, row, or seat under Seats, or a group under
Groups frame to a section, table, or row under Seats, each participant name appears beside the assigned seat.
The legend colors and format you applied to the participants appear in this grid. You can also easily identify an
empty section, table, or row, as the icon beside it appears in green. You can assign participants to areas where
you see green. The icon beside a partially full section, table, or row appears in yellow. Yellow signifies caution;
you are working in an area that may soon become full. The icon beside a completely full section, table, or row
appears in red. When you see red, stop assigning participants to seats in that area unless you want to add
additional seats.

On the action bar of the Seats frame, you can click New Section, New Table, New Row, or New Seat to add to
your seating arrangements. The button on the action bar changes depending on your selection in the frame. For
example, if you select a section, New Table or New Row (depending on how you divided your seating
arrangements) appears on the action bar. If you select a table or row, New Seat appears on the action bar. On the
action bar, you can click Delete to delete a section, table, row, or seat. This button also changes depending on
what you select under Seats — Delete Section, Delete Table, Delete Row, or Delete Seat. Be aware that you can
lose participant seating when you delete.

You can click the arrow buttons on the action bar to move an entire section of your seating arrangements up or
down within the Seats frame. You can move an entire table or row up or down within a section. When you move
a section, table, or row up or down within your seating arrangements, the number and name move with the
section, table, or row. Once you assign a participant to a seat, you can move that participant up or down within
seats in a section, table, or row. Only the participant moves; the number and name of the seat remain the same.
The participant moves from seat-to-seat. When you need to renumber your seating, you can make a selection
under Seats and right-click. From the menu that appears, you can select to Renumber Sections, Renumber
Tables, Renumber Rows, Renumber Seats, or Renumber all items.

Note: To access the Seating Setup Wizard, you can also select Tools, Seating Setup from the menu bar of the
Seating screen.
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When you decide to totally rearrange your seating arrangements, click Setup on the action bar to access the
Seating Setup Wizard. For information about the Seating Setup Wizard, see “Seating Setup Wizard” on page 40.
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Before You Start to Assign Participants to Seats

Once you set up seating arrangements for an event and can access the Seating screen, it is time to think about a
few procedures before you start to assign participants to seats.

In User Options, on the Records tab, you must set up Seating options. To easily see on the Seating screen if a
participant is a registrant, guest, or sponsor, you can use the Legend to set up color and text formatting for
different participant types. To track vital statistics about your event seating, you can view event properties at any
time. On the Seating screen, you should decide which frames to view and where to place them. Also, when you
want to completely change your seating arrangements, you can delete the seating setup and start over.

Event Seating User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on any workstation you
use. User options are login-specific, which means these options affect only workstations you enter with your

password.
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To establish event seating user options, select Tools, User Options from the menu bar of the Seating screen. The
Options screen appears. Select the Records tab. From the tree view on the left, under Events, select Seating. Your
Event Seating Options appear on the right. Here, you can establish the label that should appear beside your seats.
When assigning participants to seats, you can select to have warning messages appear when participants are
already assigned to seats and when there are not enough seats to accommodate your participants. When you
add participants to a group before seating the group, you can select to have a warning message appear if
participants have already been placed in another group. All event user options are discussed in one place in this
guide. For information about all event user options, see “User Options” on page 14. For the procedure on setting
up seating user options, see “Establish event seating user options” on page 15.
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Event Seating Legend

To easily determine the participant type on the Seating screen, you can specify a color or text format to identify
each type. For example, you may want your registrants to appear in black, your guests in red, and your sponsors
in green. You may decide to display the participants who you have already assigned to seats in bold. For more
information about setting legend options in general, see the Program Basics Guide.

» Select seating legend options for participant types

1. From an event record for which you have already run the Seating Setup Wizard and set up seating

arrangements, select the General tab. For information about how to open an event record, see “Open an
event record” on page 10.

Note: You can also select legend options from the General tab of a participant record. You can follow these
steps starting with step 2.



Click Seating. The Seating screen appears.
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From the menu bar, select View, Legend.
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Note: To change the order of entries in the Legend Options box, use the up and down arrows. The order in
which the options appear in the box determines which color setting takes precedence if a participant qualifies
for more than one. If a participant qualifies for multiple text options, the bold format matches that of the first
entry in the Legend Options box, and the suffixes are connected in order of importance.

The Legend screen appears.

Legend

Legend Options - Event Seating
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Ungrouped

" Bold

The bald and italic options are always applied and
suffives are awayz concatenated i an ewvent
zeating qualifies for mare than one legend option.

™ Suffis I

352

Reszet ta System Defaults |

Sample: Participant name

ak. I Cancel |

Note: To undo any legend changes and return to the program default settings, click Reset to System Defaults.

3.

In the Legend Options - Event Seating box, select the participant type to format.
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4. Click the color box on the right. The Color Picker screen appears.
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5. Select a tab, select a color, and click OK. You return to the Legend screen. The color selected on the Color
Picker screen appears in the participant color box. The Sample field displays text in the color selected.

Legend Options - Event Seating

Feqistrant The order of the legend options determines which
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Ei=
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6. Select whether to make your text bold or add a suffix for a participant type. To format your text in bold,
mark Bold. To add a suffix, mark Suffix and enter your suffix in the field.
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7. Click OK. You return to the Seating screen. The legend colors and formats selected for your participant
type(s) appear on the screen within all frames.
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8. To save and close the Seating screen, click Save and Close on the toolbar. You return to the General tab of

the event record.

9. On the toolbar, click Save and Close.

Seating Properties

Note: You can also view the properties of the event record itself. From the menu bar, select File, Properties.
Properties tell you the system record ID, the date the record was added, the date the record was last changed,
who added it, who last changed it, the event ID, and the import ID.

You can easily view properties for event seating. The Event Seating Properties screen gives you detailed
information about seating for a particular event. The properties include the system record ID, event record ID,
total seats, total seats available, date the seating was created, by whom the seating was created, and when the

seating was last changed.

» View seating properties

1. From an event record for which you have already run the Seating Setup Wizard and set up seating
arrangements, select the General tab. For information about how to open an event record, see “Open an
event record” on page 10.

Note: You can also view event seating properties from the General tab of a participant record. You can follow
these steps starting with step 2.

2. Click Seating. The Seating screen appears.
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3. From the menu bar of the Seating screen, select File, Properties, or click Properties on the toolbar.
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The Event Seating Properties screen appears.

Event Seating Properties E2
| Seating for Afternoon Tea
Property I Yalue I
System record 1D z
Special Event record ID g
Total Seats 100
Total Seats Available a0
Date Added 03/26/2004
Added By Superyisor
Date Changed 06262004
Last Changed By Supervisor

4. When you finish viewing properties, click Close. You return to the Seating screen.
5. On the toolbar, click Save and Close. You return to the General tab of the event record.
6. On the toolbar, click Save and Close.

Display the Frames on the Seating Screen

On a Seating screen, you can select the frames — Participants, Groups, and Seats — to view. You may decide to
display all, one, or two of them. For example, when you group participants before you seat them, you can hide
the Seats frame and display just Participants and Groups. When it is time to assign your participants to seats, you
can select to display all three. If you never group participants before you assign them to seats, you may decide to
display only Participants and Seats. You can even switch positions of the Groups and Seats frames. It is totally up
to you to decide which frames to view on the Seating screen. Once you save and close a Seating screen, all Seating
screens accessed from all event records display your selections.
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» Select frames on the Seating screen

1. From an event record for which you have already run the Seating Setup Wizard and set up seating
arrangements, select the General tab. For information about how to open an event record, see “Open an

event record” on page 10.

Note: You can also select the frames to view on the Seating screen from the General tab of a participant
record. You can follow these steps starting with step 2.

2. Click Seating. The Seating screen appears.
3. To hide the Participants frame, select View, Show Participants from the menu bar.
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You return to the Seating screen. Only the Groups and Seats frames appear.

Note: On the View menu, a check mark appears beside those frames that are visible on the Seating screen.

4. When you are ready to show the Participants frame again, select View, Show Participants from the menu
bar. A check mark appears beside Show Participants on the View menu to show it is visible. You return to
the Seating screen. The Participants frame appears along with the Groups and Seats frames.

5. You can hide/show the Groups and Seats frames the same way (View, Show Groups and View, Show
Seats).
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6. You may decide to switch the placement of the Groups and Seats frames. From the menu bar, select View,
Switch Groups and Seats.
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The Seats frame now appears on the left and the Groups frame appears on the right. You can change
them back the same way.

7. When you finish selecting and moving the frames to view, click Save and Close on the toolbar. You return
to the General tab of the event record.

8. On the toolbar, click Save and Close.

Resize the Frames on the Seating Screen

On a Seating screen, you can resize the three frames — Participants, Groups, and Seats. You may want to see
more of the Participants frame and less of the Groups frame. You may decide to make the Seats frame wider.
Once you save and close a Seating screen, all Seating screens accessed from all event records display your frame
sizes.

» Resize frames on the Seating screen

1. From an event record for which you have already run the Seating Setup Wizard and set up seating
arrangements, select the General tab. For information about how to open an event record, see “Open an
event record” on page 10.

Note: You can also resize the frames on the Seating screen from the General tab of a participant record. You
can follow these steps starting with step 2.

2. Click Seating. The Seating screen appears.
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3. On the Seating screen, hover or click between two of the frames. A double arrow cursor appears. For
example, to see more of the Participants frame and less of the Groups frame, click between the
Participants frame and the Groups frame.
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4. Drag the frame to resize up or down, left or right. In the previous example, click and drag the Participants
frame down until it is as large as you want.

5. When you finish resizing the frames, click Save and Close on the toolbar. You return to the General tab of
the event record.

6. On the toolbar, click Save and Close.

Delete Seating Arrangements

Once you set up seating arrangements for an event, you may decide you do not like the way you divided and
arranged your seating. Perhaps a venue changes, and you need a completely new setup for a new room. Or, you
find out many more participants are attending and you need to seat by rows instead of tables. From the Seating
screen, you can completely remove the seating arrangements for an event and start over.

» Delete seating arrangements

1. From an event record for which you have already run the Seating Setup Wizard and set up seating
arrangements, select the General tab. For information about how to open an event record, see “Open an

event record” on page 10.

Note: You can also delete seating arrangements from the General tab of a participant record. You can follow
these steps starting with step 2.

2. Click Seating. The Seating screen appears.
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3. From the menu bar of the Seating screen, select File, Delete Event Seating.
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Note: If you decide not to delete your seating arrangements, click No. You return to the Seating screen.
Nothing changes.

A message appears to ask whether to delete all seats.

4. Click Yes. The program deletes all seating arrangements for the event and removes any participants who
have already been assigned to seats from the Seats frame on the Seating screen.

You can now click Setup on the action bar of the Seats frame on the Seating screen to set up your seating
arrangements again. For information about the Seating Setup Wizard, see “Seating Setup Wizard” on
page 40. Once you set up your new seating arrangements, you must reassign any participants you
previously assigned to seats in the old seating arrangements.

5. To save and close the Seating screen, click Save and Close on the toolbar. You return to the General tab of
the event record.

6. On the toolbar, click Save and Close.

Manually Assign Participants to Seats, Individually and By Groups

Once you set up seating arrangements, seating user options, and participant legend colors and formatting, you
can assign participants to their seats. You can assign participants to seats individually, and you can group
participants who request to sit together and assign the group to seats. Once you assign participants to seats, if
you do not like where you seated them, you can remove each participant separately from seats. You can also
clear all seating assignments in a section, table, or row, and start over.

In this section, we discuss how to assign participants to seats from the Seating screen, accessed from the General
tab of the event record. You can also access the Seating screen and assign participants to seats from the General
tab of the participant record. You can apply what we discuss here to the General tab of the participant record. For
information about seating on the participant record, see “Set Up Seating on the Participant Record” on page 151.

Assign Individual Participants to Seats

From the Participants frame of the Seating screen, you can quickly and easily assign each participant to a seat at
a table or row within a particular section. You can assign each participant to a seat one-at-a-time, or you can
select multiple participants and assign them simultaneously to seats.
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Warning: These warning messages appear only when you set up seating user options. For information about
seating user options, see “Establish event seating user options” on page 15.

When you assign one or more participants to a section, table, or row, if there are not enough seats to
accommodate a participant, a warning message appears. The program tells you immediately that enough seats
are not available and asks whether to add seats. When you click Yes, the program adds a seat to accommodate
each participant. When you click No, no one is assigned to a seat so you can think again about how and where to
seat your participants.

Warning: You may decide to seat a participant in multiple seats when the participant brings a guest to an
event and you do not know the guest’s name. Instead, we suggest that on the Participants tab of the event
record, you click New Guest and add a guest record for this individual. In the Name field on the guest screen,
enter “Guest of [host name]”; for example “Guest of Ryan Presley”. This way, you can assign the guest to his
own seat to ensure accurate seating totals and reports. For information about how to add registrants, guests,
and sponsors, see “Add Participants” on page 123.

If you try to assign one or more participants to a section, table, or row when they are already seated, the program
warns you and gives you some options. You can select to move the participant(s) to the next available seat within
the section, table, or row and leave the original seat empty. Or, you can select to leave the participant(s) in their
original seat and assign a new seat, which places the participant(s) in multiple seats. When necessary, you can
also cancel and start over.

Seat Azsignment Options |

One or more of the selected participants are already seated. Pleaze
zelect from the following options.

i+ Move seated participant(s] ta the new seat(z).

Al exizting zeating azsignments for the participant{z] will be lost.

" Assign participant(s] bo additional seat(z).

All exizting seating azsignments will remair.

LCancel |

After you assign a participant to a seat, if you need to place the participant elsewhere, you can remove the
participant from the seat and assign him to another seat.
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» Assign a participant to a seat

From the Participants frame of the Seating screen, you can quickly and easily assign each participant to a seat
at a table or row within a particular section.

Scenario: You hold a Starlight Concert fundraiser. You already ran the Seating Setup Wizard, divided
your seating, and set up your seating arrangements. You added your participants to the event from
the Participants tab of the event record. Now, on the seating screen, from the Participants frame,
assign each participant to a seat. For information about how to set up seating, see “Seating Setup
Wizard” on page 40. If you have not set up seating arrangements for the Starlight Concert, see “Set up
seating arrangements” on page 45. For information about how to add participants, see “Add
Participants” on page 123.

1. From the Starlight Concert event record, select the General tab. For information about how to open an
event record, see “Open an event record” on page 10.

Note: You can also assign a participant to a seat from the General tab of a participant record. You can follow
these steps starting with step 2.

2. Click Seating. The Seating screen appears.
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3. You decide to start to assign participants to seats in the first section. Under Seats, click the plus sign
beside the first section, Left Orchestra. The rows within this section appear, rows A-T (1 - 20).
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4. You decide to start to assign participants to seats on the first row of the Left Orchestra. Click the plus sign
beside row A. The seats on this row appear, Seat A-1 - Seat A-25 (1 - 25).
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Tip: To quickly assign a participant to a seat, click a participant name under Participants and drag him to an

empty seat in the Seats frame.

5. Under row A, select the first seat, “Seat A-1".
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Note: When you assign a participant, if you select a section under Seats instead of a particular seat, the button
on the action bar of the Participants frame changes to Assign to Section and the participant is assigned to the
first available seat in the first available table or row of that section. If you select a table or row under Seats, the
button on the action bar of the Participants frame changes to Assign to Table or Assign to Row and the

participant is assigned to the first available seat at that table or row.
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6. Under Participants, select the first participant in the list, “Kristy Graham”. You want to assign this
participant to Seat A-1.

7. On the action bar of the Participants frame, click Assign to Seat. Kristy’s name appears in parentheses
beside Seat A-1 under Seats. Under Participants, in the Event Seat column, the numbers of the section,
row, and seat appear beside Kristy’s name.
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Under row A, select “Seat A-2”.

9. Under Participants, select the second participant in the list, “Cynthia Miller”. You want to assign this
participant to Seat A-2.

Tip: Under Participants, you can select to view the columns that are most helpful for you when seating
participants. Right-click in the frame. From the menu that appears, select Columns. The Columns screen
appears. Move the columns to view from the Columns box to the Display these columns box. Your selected
columns appear under Participants.
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10. With the participant name selected, right-click. A menu appears.
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Tip: Under Participants, you can open a participant record to view or edit. Select a participant name and
right-click. From the menu that appears, select Open [participant name]. The participant record appears. After
you view or edit the participant record, click Save and Close on the toolbar. You return to the Seating screen.

11. Select Assign to Seat. Cynthia’s name appears in parentheses beside Seat A-2 under Seats. Under
Participants, in the Event Seat column of the grid, the numbers of the section, row, and seat appear
beside Cynthia’s name.
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12. Seat your participants.

13. After you seat your participants, click Save and Close on the toolbar. You return to the General tab of the
event record.

14. On the toolbar, click Save and Close.
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» Assign multiple participants to their seats

From the Participants frame, you can easily assign multiple participants at once to seats in a section, table, or
row. This procedure shows how to drag and drop multiple participants from the Participants frame to the
Seats frame. You can also select multiple participants in the Participants frame and click Assign to on the
action bar to assign participants to the Seats frame.

Scenario: You hold a Starlight Concert fundraiser. You already ran the Seating Setup Wizard, divided
your seating, and set up your seating arrangements. You added your participants to the event from
the Participants tab of the event record. Now, on the Seating screen, from the Participants frame,
assign participants to their seats. To assign seats quickly, assign several participants at once. For
information about how to set up seating, see “Seating Setup Wizard” on page 40. If you have not set
up seating arrangements for the Starlight Concert, see “Set up seating arrangements” on page 45. For
information about how to add participants, see “Add Participants” on page 123.

1. From the Starlight Concert event record, select the General tab. For information about how to open an
event record, see “Open an event record” on page 10.

Note: You can also assign multiple participants to seats from the General tab of a participant record. You can
follow these steps starting with step 2.

2. Click Seating. The Seating screen appears.

3. You decide to start assigning participants to seats in the second section. Under Seats, click the plus sign
beside the second section, Right Orchestra. The rows within that section appear, rows A -T (1 - 20).

“» Seating for Starlight Concert BEE
File Edit Wiew Favortes Toolz Help

ESaveandE\use| n|§' @'||| ? '|g'
‘Pallicipanl: ‘Seal:
) @& iy ™ [ 7] P

Host Mame Event Seat IF Seating for Starlight Congert
1 - Left Orchestral - A1 - Seat A-1
iCynthia T. Miller 1 - Left Orchestrail - A\Z - Seat A-2
Koyle M, Bell
Martin A, Schultz
Andrew Crenshaw

Allison D, Goodson

-E-E-E

Jeffrey B. Goodson

Geoffrey T. Beckner _'LI
»

‘GIDUDS

@ L By || e e S i) IV et Hbtes

# Groups for Starlight Concert

|Tolal zeaty: 1000 |No. seats sssigned: 2 |Vacant seaty: 998

Note: To seat several random participants in the Participants frame, press and hold down CTRL on your

keyboard, and select any unseated participants. You can drag and drop these participants to the Seats frame
the same way.
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4. On your keyboard, press and hold down SHIFT. Under Participants, select four consecutive participants
who have not been seated.
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Note: Under Seats, an empty section, table, or row has a green icon beside it. A partially full section, table, or
row has a yellow icon beside it. A completely full section, table, or row has a red icon.

5. Click and drag the participants to the first empty row under Section 2, Right Orchestra, under Seats. You
can tell which rows are empty because the icon beside the row is green.
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Note: When you drag and drop participants to a section instead of a table or row, the participants are seated

in the first empty seats of the first available table or row.
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Once you release your mouse, the four participants appear in the first empty seats of this row. Under
Participants, in the Event Seat column of the grid, the numbers of the section, row, and seat appear
beside the participants’ names.
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Seat your participants.

After you seat your participants, click Save and Close on the toolbar. You return to the General tab of the
event record.

8. On the toolbar, click Save and Close.

» Remove a participant from a seat and reassign to another seat

After you assign a participant to a seat, if you realize you need to place the participant somewhere else, you
can remove the participant from the seat and reassign him to another seat.

Scenario: You hold a Starlight Concert fundraiser. You set up your seating and are now assigning
participants to seats. You recently assigned Kristy Graham and Cynthia Miller to Seat A-1 and Seat A-2
of row A in the Left Orchestra section. You now need to move Kristy to Seat A-3 of the same row and
Cynthia to Seat A-4. On the Seating screen, under Seats, remove Kristy from Seat A-1 and Cynthia from
Seat A-2. Assign them to their new seats. If you have not set up seating arrangements for the Starlight
Concert, see “Set up seating arrangements” on page 45. If you have not assigned Kristy and Cynthia to
seats, see “Assign a participant to a seat” on page 76. For information about how to add participants,
see “Add Participants” on page 123.

1. From the Starlight Concert event record, select the General tab. For information about how to open an
event record, see “Open an event record” on page 10.

Note: You can also remove a participant from a seat and reassign him to another seat from the General tab of
a participant record. You can follow these steps starting with step 2.

2. Click Seating. The Seating screen appears.
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3. Under Seats, under row A in the Left Orchestra section, select “Seat A-1 (Kristy Graham)” and right-click. A

menu appears.
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4. Select Remove participant from seat. Kristy’s name disappears from beside Seat A-1 under Seats. Under
Participants, in the Event Seat column of the grid, the numbers of the section, row, and seat disappear

beside Kristy’s name.
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5. To assign her to Seat A-3, under Seats, under row A of the Left Orchestra, select “Seat A-3”".
6. Under Participants, select Kristy’s name.
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7. On the action bar of the Participants frame, click Assign to Seat. Kristy’s name appears in parentheses
beside Seat A-3 in the Seats frame. Under Participants, in the Event Seat column of the grid, the new
numbers of the section, row, and seat appear beside Kristy’s name.
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8. You can change the seat assignment of Cynthia Miller from Seat A-2 to Seat A-4. Under Seats, select
“Seat A-2 (Cynthia Miller)”.
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9. Click and drag Cynthia from Seat A-2 to Seat A-4.
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When you release the mouse, Cynthia’s name appears in parentheses beside Seat A-4 under Seats. Under
Participants, in the Event Seat column of the grid, the new numbers of the section, row, and seat appear
beside Cynthia’s name.
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10.

11.
event record.

Continue to seat your participants.

12. On the toolbar, click Save and Close.

After you seat your participants, click Save and Close on the toolbar. You return to the General tab of the
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» Clear seating assignments

After you assign any or all participants from the Participants frame to the Seats frame, if you do not like the
way you assigned your participants, you can clear your seating assignments and start over. You can also clear
seating assignments when you have assigned groups from the Groups frame to the Seats frame. For

information about how to assign groups to seats, see “Add Participants to Groups and Assign Groups to Seats

on page 86.

1. From an event record for which you ran the Seating Setup Wizard, set up your seating arrangements,
added participants to the event from the Participants tab, and assigned participants to seats, select the
General tab. For information about how to open an event record, see “Open an event record” on page 10.

2. Click Seating. The Seating screen appears.

Tip: You can also clear seating assignments from a particular section, table, or row. When you select a section
and right-click, select Clear all Assignments from Section from the menu that appears. When you select a table
or row and right-click, select Clear all Assignments from Table or Clear all Assignments from Row. To remove
a participant from a seat, you must select Remove participant from seat. For information about how to
remove a participant from a seat, see “Remove a participant from a seat and reassign to another seat” on

page 82.

3. Under Seats, to clear all seating assignments, select Seating for [event name] and right-click. A menu

appears.
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4. Select Clear all seat Assignments. A message appears to inform you that all existing seating assignments

will be lost and ask whether to continue.

5. Click Yes. All seating assignments disappear from your seating arrangement under Seats. You can now

start to assign participants to seats.

6. After your seat your participants, click Save and Close on the toolbar. You return to the General tab of the

event record.
7. On the toolbar, click Save and Close.

Add Participants to Groups and Assign Groups to Seats

Note: For information about how to add participants to an event record, see “Add Participants” on page 123.
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When participants register for an event, they may often request to sit with other participants. To accommodate
your participants’ wishes, under Groups on the Seating screen, you can create named groups. Once you create a
group and name it, you must add the associated participants from the Participants frame to the appropriate
group in the Groups frame. Once you create a named group and add participants to the group, you can quickly
and easily assign the entire group to seats at the same table or row within a section.

Warning: These warning messages appear only when you set up seating user options. For information about
seating user options, see “Establish event seating user options” on page 15.

When you assign a group to a section, table, or row, if there are not enough seats within the selected section,
table, or row to accommodate any or all participants within the group, a warning message appears. The program
lets you know that enough seats are not available and asks whether to add seats. When you click Yes, the
program adds seats to accommodate the participants in the group. When you click No, the group is not assigned
to seats so you can think about how and where to seat the group.

Warning: When you assign a group to seats, a combination of messages can appear. For example, you have a
group of five participants. You earlier seated one member of the group individually to a seat at Table 1. You
now try to seat the entire group to Table 2, which happens to have only three seats. The “One or more of the
selected participants are already seated” message appears. You decide to move the wrongly seated participant
to a new seat so he can sit with the group. Mark Move seated participant(s) to the new seats(s) and click OK.
Because the group has five members and the table has only three seats, the “There are not enough seats. Do
you want to add seats?” message appears. Click Yes. The program adds seats to accommodate the wrongly
seated participant and the rest of the group.

If you try to assign a group to seats within a section, table, or row when one or more participants within that
group are already seated, the program warns you and gives you some choices. You can select to move the
participant(s) to the next available seat(s) along with the group, leaving their original seat empty. Or, you can
choose to leave the participant(s) in their original seat(s) and also assign a new seat, placing the participant(s) in
multiple seats. When necessary, you can always cancel and start over.

Seat Azsignment Options |

One or more of the selected participants are already seated. Pleaze
zelect from the following options.

i+ Move seated participant(s] ta the new seat(z).

Al exizting zeating azsignments for the participant{z] will be lost.

" Assign participant(s] o additional seat(z).

Al existing zeating azsignmentz will remain.

Cancel
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» Create a group and adding participants to the group

When participants register for an event, they may often request to sit with other participants. To
accommodate your participants’ wishes, you can create named groups. Once you create a group and name it,
you must add the associated participants to the appropriate group.

Scenario: You hold a Starlight Concert fundraiser. You set up your seating and are now assigning
participants to seats. Clara Daniels plans to attend the concert and bring three guests: Bebe Kemp,
Dianne Cone, and Clarice Riddle. She requests you seat her and her guests together. To ensure they sit
together, on the Seating screen, create a group for Clara’s party and add each of the participants to the
group. For information about how to set up seating, see “Seating Setup Wizard” on page 40. If you
have not set up seating arrangements for the Starlight Concert, see “Set up seating arrangements” on
page 45. For information about how to add participants, see “Add Participants” on page 123.

Note: On the General 2 tab of a participant record, you can also add the participant to a group by selecting or
adding a group in the Seating Group field. As participants register for an event and request to sit with other
participants, you may decide to go ahead and add each participant to a group right from the General 2 tab. This
way, when you start to assign your participants and groups to seats, you can ensure you remember to respect

their seating wishes. For information about seating on the General 2 tab, see, “Set Up Seating on the
Participant Record” on page 151.

1. From the Starlight Concert event record, select the General tab. For information about how to open an
event record, see “Open an event record” on page 10.

Note: You can also create a group and add participants to the group from the General tab of a participant
record. You can follow these steps starting with step 2.

2. Click Seating. The Seating screen appears.
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Note: Under Participants, you can sort the way your participants appear in the grid. Click a column header to
sort in ascending or descending order. For example, click the Name column to sort participants by last name in
ascending or descending order. Click the Group column to sort your groups by group name in ascending or
descending order. For more information about how to sort within grids in The Raiser’s Edge, see the Program
Basics Guide.

3. Under Participants, click the column header of the Host Name column. You want to sort the column
either ascending or descending by host name (up or down arrow), so you can easily find Clara (the host)
and each of the guests she is bringing. The host name (Clara Daniels) appears beside her own name in the
grid and also by each guest she is bringing to the event. When you sort this way, host and guests appear in
the grid under Participants together. For information about how to add registrants and guests to an event
record, see “Add Participants” on page 123.
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4. Under Groups, on the action bar, click New Group. “Group 1” appears under Groups for Starlight Concert

in the frame.

Note: You can always change the name of a group under Groups. Select the group name, right-click, and select
Rename Group. You can now edit the group name. Delete the name and enter a new one.
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5. Delete the name “Group 1” and enter “Clara Daniels Party”.
[F1
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6. Under Groups, click the icon beside the group name to select it.

Tip: To quickly add a participant to a group, you can also click a participant name in the Participants frame and
drag her to a group in the Groups frame.

7. Under Participants, in the Name column, select “Clara Daniels”. Because Clara is the party host, you want
to add her first to the group.
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8. On the action bar of the Participants frame (making sure “Clara Daniels Party” is still selected under
Groups), click Add to Group. Clara now appears under the Clara Daniels Party under Groups.
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9. Leave Show Notes marked on the action bar of the Groups frame. The notes you added in the
Group/seating notes field on the General tab of the participant record appear.

On the General tab of the participant record, in the Group/seating notes field, you can enter helpful
notes to remember about a participant’s group or seating requests. For example, when Clara informed
you of her three guests and requested you seat them together, you entered this information in the
Group/seating notes field on the General tab of her participant record. All notes you entered there
appear here beside her name under Groups. When you do not want to see these notes, unmark Show
Notes. For information about how to add group and seating notes to the participant record, see “Add

group and seating notes for a participant” on page 154.
10. To add another member of Clara’s party to the group, under Groups, select “Clara Daniels Party”.

11. Under Participants, select “Bebe Kemp”.
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12.

With the participant name selected, right-click, and select Add to Group.
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Bebe also appears underneath the Clara Daniels Party under Groups. Any group and seating notes added
in the Group/seating notes field on the General tab of Bebe’s participant record appear beside her name.
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Note: You can remove a participant from a group at any time. Under Groups, select a participant name,
right-click, and select Remove Participant. The participant disappears from the group. Under Participants, the
group name disappears from the Group column beside the participant’s name.
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13. Add Dianne Cone and Clarice Riddle, Clara’s other two guests, to the group.
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14. After you add your participants to the group, click Save and Close on the toolbar. You return to the
General tab of the event record.

15. On the toolbar, click Save and Close.

» Remove a participant from a group

Note: Once you assign a group from the Groups frame to seats in the Seats frame, if you remove a participant
from the group in the Groups frame, that participant remains in his assigned seat in the Seats frame. To move
him to another group with which to be seated, you must first remove him from his seat. Under Seats,
right-click, and select Remove participant from seat. You can now assign him from the Participants frame to
another group under Groups.

Once you add participants from the Participants frame to a group in the Groups frame, you can remove a
participant from the group at any time.

1. From an event record for which you ran the Seating Setup Wizard, set up your seating arrangements,
added participants to the event from the Participants tab, set up a group, and added participants to that
group, select the General tab. For information about how to open an event record, see “Open an event
record” on page 10.

Note: You can also remove a participant from a group from the General tab of a participant record. You can
follow these steps starting with step 2.
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2. Under Groups, expand the group and select the participant to remove from the group.
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Note: To remove a participant from a group under Groups, you can also right-click on the participant name
and select Remove Participant. The participant disappears from the group.

3. On the action bar of the Groups frame, click Remove Participant. The participant disappears from the
group. Under Participants, the group name disappears from the Group column beside her name.

You can now assign the participant from the Participants frame to another group in the Groups frame. Or,
you can assign her individually from the Participants frame to the Seats frame. For information about
how to create a group and add its participants, see “Create a group and adding participants to the group”
on page 88. For information about how to assign a participant to a seat, see “Assign a participant to a

seat” on page 76.
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4. On the toolbar, click Save and Close. You return to the General tab of the event record.



5. On the toolbar, click Save and Close.

» Assign a group to seats
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When participants register for an event, they may often request to sit with other participants. To
accommodate your participants’ wishes, you can create named groups. Once you create a group and name it,
you must add the associated participants to the appropriate group. After you create a named group and add
participants to the group, you can quickly and easily assign the entire group to seats at the same table, row,
or section. This procedure shows you how to assign a group to their seats.

Scenario: You hold a Starlight Concert fundraiser. You set up your seating and are now assigning
participants to seats. Clara Daniels plans to attend the concert and bring three guests: Bebe Kemp,
Dianne Cone, and Clarice Riddle. She requests that you seat her and her guests together. To ensure
they sit together, on the Seating screen, you created a group for Clara’s party and added each
participant to the group. Now, seat the group together on the same row. For information about how
to set up seating, see “Seating Setup Wizard” on page 40. If you have not set up seating arrangements
for the Starlight Concert, see “Set up seating arrangements” on page 45. If you have not created a
group and added participants to the group, see “Create a group and adding participants to the group”
on page 88. For information about how to add participants, see “Add Participants” on page 123.

1. From the Starlight Concert event record, select the General tab. For information about how to open an
event record, see “Open an event record” on page 10.

Note: You can also assign a group to their seats from the General tab of a participant record. You can follow
these steps starting with step 2.

2.
3.

Click Seating. The Seating screen appears.
Under Groups, select “Clara Daniels Party”.
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4. You decide to assign the group to seats in the first section. Under Seats, click the plus sign beside Left
Orchestra. The rows within this section appear, rows A -T (1 - 20).
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Note: Under Seats, an empty section, table, or row has a green icon beside it. A partially full section, table, or
row has a yellow icon beside it. A completely full section, table, or row has a red icon.

5. You decide to assign this group to seats on the second row of the Left Orchestra. You can tell this row is
empty because the icon beside the row is green. Select the second row, “2-B”.
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Tip: To quickly assign a group to their seats, you can also click a group name under Groups and drag it to a
section, table, or row in the Seats frame that has enough seats to accommodate the group.
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6. Inthe Groups frame, double-check to make sure “Clara Daniels Party” is still selected.

" Seating for Starlight Concert BEE

File Edit Wiew Favortes Tools Help

ESavsandC\use|n|§'&'|

‘Pallicipanl: |5eal:

B i) = % = L e
Hast Mame © Group Event Seat |E Seating for Starlight Concert

Clara M. Daniels
Eebe 0 Kemp
Cianne O, Cone
Clarice E. Riddle
Kyle M. Bel
Martin A, Schultz

Clara M, Danigls
Clara M, Daniels
Clara M. Daniels

Andrew Crenshaw
Allison D, Goodson
Jeffrey B, Good...
Geoffrey T, Ber...

Clara Danigls Party
Clara Daniels Parky
Clara Danigls Party
Clara Daniels Party
- Right Orchestrall - A1
- Right Orchestrall - a2
- Right Orchestrall - a3
- Right Orchestrail - atld

MR

- Seat A-1
-Seat a-2
-Seata-3
- Seat A-4

‘Emups

™ engion

= ~

#. Groups for Starlight Concert

{#§) Diarne D Cone (Clara

<

{#) Bebe D Kemp [Clara Daniels's quest: seat with Clara's party ]

Daniels's quest; seat with Clara's party.)

= -- Clarice E. Riddle [Clara Daniels's guest; seat with Clara's parti]

k@ 1-Left Orchestra
1A
-B

—IomTmmon

—wIDeToO=T R

2
@ 2 - Right Orchestra

| Total seats: 1000

|Nu. seats assigned: B

|Vacant seats: 934

Note: When you assign a group, if you select a section under Seats instead of a particular table or row, the
button on the action bar of the Groups frame changes to Assign to Section and the group is assigned to seats
in the first available table or row of that section.

7. On the action bar of the Groups frame, click Assign to Row. Clara and each of her guests’ names appear in
parentheses beside Seat B-1 - Seat B-4 under Seats. Under Participants, in the Event Seat column of the
grid, the numbers of the sections, row, and seats appear beside their participant names.
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8. Continue to group and seat your participants.
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Note: If you add a participant to a group under Groups after the group has been seated under Seats, that
participant remains unseated. You must assign him individually to a seat. For information about how to assign
a participant to a seat, see “Assign a participant to a seat” on page 76.

9. After you group and seat participants, click Save and Close on the toolbar. You return to the General tab
of the event record.

10. On the toolbar, click Save and Close.

Automatically Assign Participants to Seats

Once you set up seating arrangements, seating user options, and participant legend colors and formatting, it is
time to assign participants to seats. On the Seating screen, you can manually assign participants to seats
individually, and you can group participants who request to sit together and manually assign the entire group to
seats. We discuss how to do this in “Manually Assign Participants to Seats, Individually and By Groups” on

page 74. When you do not want to go through these manual procedures, you can use the Auto-Seating feature.

Tip: Auto-Seating is a great tool to fill in the gaps of your seating arrangements after you manually assign
individuals and groups with special seating requirements.

When you use Auto-Seating, the program quickly and automatically assigns participants to seats for you. To
access Auto-Seating, from the menu bar of the Seating screen, select Tools, Auto-Seating. The Auto-Seating
screen appears.

hutoSeating |
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arrangements after you manually azsign thoze individualz and groups who
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|t attempts to keep Groups together, Hostz and Guests together, and
participants with the zame Sponsor together.

For more information an how it works, Click here
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You can use Auto-Seating for different purposes. For example, you hold a casual get-together for your volunteers
to meet each other and mingle. You are not concerned about who gets to sit with whom at this event. On the
Seating screen, you can use Auto-Seating to assign all participants randomly to seats at tables or rows within your
sections.

You may hold an event where you need to be careful when you add participants to groups and assign groups to
seats. For example, you host a Bridge Party and Lunch fundraiser. As participants register for the event, on the
Seating screen, you place participants in groups (teams) of four. After you create your groups and add the
appropriate participants to each group, you can use Auto-Seating to quickly assign each group to a table of four
within your sections to keep the teams together.

You can also use Auto-Seating to fill the gaps in your seating arrangements. For example, you manually assigned
the majority of your participants to seats individually and by groups. As you go through your registration list, you
notice that ten participants signed up late for the event just this week. On the Seating screen, you see you still
have enough vacant seats to accommodate these latecomers, but at this point, you cannot worry about where

you seat them. With Auto-Seating, you can assign these participants to intermittent empty seats throughout your
sections.
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How the Auto-Seating Feature Works

When you run the Auto-Seating feature, the program assigns participants to seats in this manner:

Q Only unseated participants are assigned to seats. Participants who have previously been assigned manually to
seats under tables, rows, or sections are never moved to any other seat. They remain in their assigned seats.

U The seating user options you set up on the Records tab of User Options are not considered. Participants are
never assigned new seats or multiple seats. Seats are never added to a table, row, or section to accommodate
your participants. When enough seats are not available to accommodate your participants, as many
participants as possible are assigned to the available seats as described below, and seating stops. The
remaining participants are left unseated.

U The program starts to assign all groups to seats. The largest group of participants is assigned first. The group is
assigned to the first largest block of seating (table, row, or section). After the largest group is assigned to seats,
the program continues to seat groups descending in size, largest to smallest.

¢ When a group is assigned, if any members (participants) of the group are already assigned to a seat at a table,
row, or section, those participants are never moved. They remain in their seats and are counted as part of
their group to determine the group’s size (making it the largest, next largest, and so forth).

¢ If any members of the group are already assigned to a seat at a table, row, or section, the program attempts
to place the group at the same table, row, or section as the member of the group who you first individually
assigned to a seat.

¢ If enough seats do not exist at a table, row, or section to accommodate all participants within the group, the
program assigns as many participants to seats as possible. The participants in the group who do not get
seated are treated as individual participants and assigned later along with the rest of the individual
participants, as described in the very last item of this list.

¢ The program continues to assign groups to seats according to size, in this manner.

U After the program assigns participant groups, it looks for the host with the most guests. The program treats the
host and his guests as a group and follows the previous rules for seat assignment for groups seats. The program
assigns the host with the most guests first, then loops through all hosts/guests by decreasing size.

Note: Only sponsors who appear under Participants of the Seating screen (the sponsors who have Do not seat
this Participant unmarked on the General 2 tab of their sponsor records) are counted as part of their
sponsored participant groups.

U After the program assigns hosts/guests, it looks for the sponsor with the most sponsored participants. The
program treats the sponsored participants as a group and follows the same previous rules for seat assignment
for groups. The program assigns the sponsored participants first to seats, then loops through all
sponsors/sponsored participants by decreasing size.

U After the program assigns sponsors/sponsored participants, it assigns the remaining individual participants to
the first open seats at the first available table, row, or section.
» Automatically assign participants to seats

1. From an event record for which you ran the Seating Setup Wizard, set up your seating arrangements, and
added participants to the event from the Participants tab, select the General tab. For information about
how to open an event record, see “Open an event record” on page 10.

2. Click Seating. The Seating screen appears.
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3. From the menu bar, select Tools, Auto-Seating.The Auto-Seating screen appears.

Y'ou can automatically seat participantz who have not pet been assigned to
a seat. Auto-Seating is a great tool for filling in the gaps of your seating
arrangements after pou manwally assign those individuals and groups whio
have special zeating requirements.

It attemptz to keep Groups together, Hozsts and Guests together, and
participants with the same Sponzor together.

Far more information on how it works, Click here

LCancel |

4. Click Auto-Seat. The program automatically assigns all participants from the Groups and Participants
frames to seats at tables, rows, or sections under Seats.

5. After you automatically seat participants, click Save and Close on the toolbar. You return to the General
tab of the event record.

6. On the toolbar, click Save and Close.

Seating Validation Report

As you assign participants individually and in groups to seats under Seats, you can run a Seating Validation Report
to help troubleshoot potential seating issues. For example, the report can warn you about participants within a
group not seated together, sponsored participants not seated together, guests not seated with a host, and any
unseated individual participants.

The report includes a layout summary about sections, tables, rows, or seats added or removed since the last time
you accessed the Seating screen or Seating Setup Wizard. It lists all participants who have not yet been seated
and generates a seating summary displaying total participants for the event, total number of seats needed,
number of seats assigned, and number of seats still available.
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As with all reports, on the Reports page, to set up your Seating Validation Reports, you should define the report
parameters that are most beneficial to you and your seating needs. After you set up your Seating Validation
Reports, to quickly access these reports, select File, Preview, Seating Validation Report or File, Print, Seating
Validation Report from the menu bar of the Seating screen.
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ta Diresta Party

< Print

Close

Joseph P. Diresta  Angela Diresta Diresta Party

Allison E. Andrews Allison E. Andrews  Andrews Party

Dustin 5. Andrews Allison E. Andrews  Andrews Party

Genevieve 5. 5... MarkD. Adamson  Adamson Party

Total seats: 50 Ma. seats assigned: 31 “acant seats: 19
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The Select a Parameter File screen appears. From this screen, select a parameter file and click Select. If, from the
File menu of the Seating screen, you selected to preview the report, the report appears so you can review the
report’s information and format before you print a hard copy. If you selected to print the report, a hard copy
readily prints.

Seating Validation Report

Volunteer Dinner

Grouwp sz Not Seated T ogether

Participant Beat
Andrews Fary
Allion . Andmw 1 (Znotion] ) (T abla 13 { fuarl)
D tim £, Andmws 1 (Znotion] i (T abla 10 { fuatd)
Frandlin Andzows 1 (Znotion] (T abla 13 { fuatd)
Tonmifir L. Andmws 1 (Znotion] i (T abla 1% { fuat)
Margamt A Andrews 1 (Znotion] i (T abla 135 { fuat3)
Michanlk . Andm 1 (Znotion] JE (T abla 23 { fuarl)
famanths Andmws 1 (Znotion] JE (T abla 2340 { fuard)
Layout Summary
Bection TablodBow Ho. Of8eats Ho.OFf Assigned Humber Open

1 {factionl) 1{Tabk1)
7 {Tabk 1)
3 (Iabk 3)
+(Iabk 4]
5 {Tabk 5}
2 (factisnd) 1 {Tabk 1)
7 {Tabk 1)
3 {Tabk 3)
+{Tabk 4]
5 {Tabk 5]

T
=2 o2 oo L
[ T

Tetalnumbersfparticipants: 32

Humberwhe require sesting: 31
Humberofseats n venue an
Humberofisets assipnad: 3l
Humberefepen sets remaining: 13
Rumborof participants loft to sout: [

For information about the Seating Validation Report, all other Event Management reports, and reports in general,
see the Reports Guide. For sample reports, see the Sample Reports Guide.

Dinner Menu ltems

You can establish the menu items you serve at your dinner event from the menu bar of the event record. This
same list of menu items on the dinner event record appears when you click More info on your participant
(registrant, guest, or sponsor) records to select their menu preferences. For information about how to select
dinner awards for your participants, see “Dinner Preferences” on page 145.

You can set up your Event Menu Items table from the Tables link of Configuration. For more information, see the
Tables section in the Configuration & Security Guide.

» Set up menu items for a dinner event
To set up menu items for a dinner event, select Event, Menu from the menu bar of a dinner event record.

1. From the menu bar of a dinner event record, select Event, Menu. For information about how to open an
event record, see “Open an event record” on page 10.

Note: If an entry does not exist in a drop-down list in a field where you must make a selection, you can type
your entry in the field if you have security rights established. A message appears to ask whether to add the
entry to that table. Select Yes. Even though you can add a table entry from a field with a drop-down list, for
data entry consistency, we recommend you establish your table entries from the Tables link of Configuration.
For information about how to set up tables, see the Configuration & Security Guide.
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The Menu Items screen appears.

Menu Items for Yolunteer Dinner |

|Jze the grd to setup menuddinner options for this event. Y'ou may
zpecify preferences for each participant based on thiz list,

Options |

Beef Wellingk |

| |Beef Welingtan Cancel
Chicken Kiew

|| Trout Almondine

Paska Primavera

2. Inthe Options grid, select the menu items to serve at the event. Enter each menu item in a separate row.

3. Click OK. You return to the event record.
4. On the toolbar, click Save and Close.

Event Awards

You can establish the awards you give out at your event from the menu bar of the event record. This same list of
awards on the event record appears when you click More info on the participant (registrant, guest, or sponsor)
records to select the awards given to your winning participants. For information about how to select event
awards for your participants, see “Participant Awards” on page 147.

You can set up your Event Awards table from the Tables link of Configuration. For more information, see the
Tables section in the Configuration & Security Guide.

» Set up awards for an event
You can set up awards for an event by selecting Event, Awards from the menu bar of the event record.

1. From the menu bar of an event record, select Event, Awards. For information about how to open an
event record, see “Open an event record” on page 10.
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The Awards screen appears.

Awardsz for Annual Golf Tournament

Enter the prizez or awards presented for this event.

Award I Reecipient I Presented By I Cormments I

| |#$100 gift certificate  Mark D, Adamson  Lamar Smith, pre... Sport Warehouse
Year-ong golfing ... Orla MoGrann Lamar Smith, pre... Fairfield Country ...
| |Fing golf clubs an... Jason D, Campbell  Lamar Simth, pre.,. D& T Sporks

Lexus Thomas C. Moorer  Lamar Smith, pre... City Lexus

(] I Cancel

2. Inthe grid, select each Award or prize to present at the event. You should enter each award in a separate
row.

3. For each award, enter the recipient, or the participant to receive the award. You can enter the recipient in
the field or use the binoculars to search for a participant. When found and selected, the participant name
appears in the field.

In the Presented By column, enter the name of the person to hand out each award.

5. Enter any comments about each award. Examples of how to use the Comments column include to list
who donated the prizes or to keep track of what position wins what prize — first, second, third, or runner
up.

Click OK. You return to the event record.

On the toolbar, click Save and Close.

Prices for Registration Fees

Registration fees are the amounts of money your organization charges for the levels (or units) of participation at
its events. For example, if you host a Holiday Ball, you can have two units of registrations fees, one for couples
and one for singles. If you host a golf tournament, you can have several units such as a single, a foursome, or a
hole sponsor. When you set up an event where you charge registration fees, you must establish prices. Later,
when you add participants to the event, the program uses these prices to calculate registration fees. Only the
prices you add on the Prices tab of the event record can be specified on the participant (registrant, guest, or
sponsor) records when you add participants. You can track prices for individuals and groups. In addition, you can
identify what portion of the price is the actual cost and what is the tax-deductible donation to your organization.
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» Set up registration fee prices for an event
You can set up registration fee prices on the Prices tab of the event record.

Scenario: Your organization holds its annual golf tournament. You need to set up prices for the
different registration fees you charge for participation in the event. Add the registration fee prices on
the Prices tab of the golf tournament event record. If you have not added the annual golf tournament
event record, see “Add a sporting event” on page 20.

1. From the Annual Golf Tournament event record, select the Prices tab. For information about how to open
an event record, see “Open an event record” on page 10.

Annual Golf Tournament M= E3
File Edit “iew Ewent Favaortez Toolz Help
[f5ave and Close ~ U|§'@'|K i » H|—P‘| z- | ?'|§' ‘
v Participants | Actions | Attributes | Media | Motes
v General ¥ Priges | Expenzes I Jobs
Lirit I Gift Amount | Receipt Araunt | Camment |
- Individual $125.00 $50.00 Greens Fee-$50, Refreshments-$75
|_|Faursome $400,00 $175.00 Foursome is $100 savings
| |Hole Spansar $200.00 475,00 Tee sign recognition
| Eagle Sponsor $500.00 $200.00 Banner recognition
| Birdie Sponsar $300.00 $125.00 Prize sponsor
|__|Par Spansar $150.00 $60.00 Program recognition
- Hole-in-Cne Sponsor $1,000,00 $400,00 Banner recognition
BEnefits |
|No. Farticipants: 120 | Mo. Registered: 120 |No. Attended: 0

In the Unit column, select “Individual”.

In the Gift Amount column, enter the amount $125. This is the entry fee for an individual player. The gift
amount is the price.

4. In the Receipt Amount column, enter the amount $50. The receipt amount is the tax-deductible portion
of the gift amount that is donated to your organization. The receipt amount is the amount that is not
going to fund the event or the benefits associated with the event.

In the Comments column, enter “Greens Fees-S50, Refreshments-$75”.

6. To repeat this process, tab to the next rows to add additional units for the tournament. In the Unit
column, select “Foursome”, “Hole Sponsor”, “Eagle Sponsor”, “Birdie Sponsor”, “Par Sponsor”, and
“Hole-in-One Sponsor”.

7. In the Gift Amount column, enter the amount $400 for the foursome, $200 for the hole sponsor, $500 for
the eagle sponsor, $300 for the birdie sponsor, $150 for the par sponsor, and $1,000 for the hole-in-one
sponsor.

8. In the Receipt Amount column, enter the amount $175 for the foursome, $75 for the hole sponsor, $200
for the eagle sponsor, $125 for the birdie sponsor, S60 for the par sponsor, and $400 for the hole-in-one
sponsor. This is the tax-deductible amount of the gift given as a donation to your organization.

9. In the Comments column, enter any additional comments, such as a further price breakdown or notes
concerning the amount of a certain discount.
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10. After you set up registration fee prices, click Save and Close on the toolbar to save and close the Annual
Golf Tournament event record.

Benefits

Benefits are gifts your organization gives to participants of an event when they donate a certain amount of
money. You can set up default benefits for each unit (level) of registration fee prices on the Prices tab of an event
record. For example, if you host a golf tournament, you may give out a golf cap to individual players, a T-shirt to
those who participate as a team, and a $25 pro shop gift certificate to your hole-in-one sponsors.

You can set up default benefits for each unit of the prices grid. To see if benefits are set up for a unit, select the
corresponding row. A message appears beside the Benefits button on the bottom of the Prices tab to let you
know. A red check mark also appears on the Benefits button after you set up your benefits.

The benefits you add for each unit of registration fee prices default to all participants (registrants, guests, or
sponsors) who have that unit on the Registration Fees tab of their participant record. If you do not want the
benefits for each unit of registration fee prices to default to all participants who have that unit on the
Registration Fees tab of their participant record, mark Waive benefits on the Prices tab.

» Add benefits for each unit in the Prices grid
To set up benefits for each unit in the Prices grid, click Benefits on the Prices tab.

Scenario: Your organization holds its annual golf tournament. You already set up prices for the event
registration fees. You now need to set up benefits for each level of pricing, referred to here as units.
Add the benefits on the Prices tab of the golf tournament event record. If you have not added the
annual golf tournament event record, see “Add a sporting event” on page 20. If you have not set up
registration fee prices, see “Set up registration fee prices for an event” on page 105.

1. From the Annual Golf Tournament event record, select the Prices tab. For information about how to open
an event record, see “Open an event record” on page 10.

Annual Golf Tournament = B3
File Edit “iew Ewent Fawvortes Toolz Help

[5ave and Clase ~ ulé‘@‘|ﬂ 1 » N|_"| Z- | ?'l&' ‘
v Participants | Actiong I Attributes | tedia | Motes
v General v Prices | Ezpenses I Jobs
Unit I Gift Amount: I Receipt Amount I Comment |

I Individual $125.00 $50.00 Greens Fee-$50, Refreshments-$75
|__|Foursame $400.00 $175.00 Foursome is $100 savings
I Hole Sponsor $200.00 475,00 Tee sign recognition
- Eagle Sponsor $500.00 $200,00 Banner recognition
- Birdie Sponsor $300,00 $125,00 Prize sponsor
|__|Par Sponsar $150.00 460,00 Program recognition
I Hole-in-Cne Sponsor $1,000.00 $400.00 Banner recognition

Eerefits |

| Mo, Participants: 120 Mo, Registered: 120 Mo, Attended: O
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2. Select a row in the Prices grid to which you have not added benefits. The Benefits button is enabled.

Annual Golf Tournament _ (] x|

File Edit “iew Ewent Favortes Toolz Help

[f\5ave and Cloze ~ u|§'|ﬁ*| H 4 » H|—"’| - ‘
» Participants I Actions | Attributes | Media | Motes |
v General v Prices | Ezpenses I Jobs

Gift Amount Receipk Amounk Zommenk

|__|Faursame $400.00 $175.00 Foursome is $100 savings
- Hole Sponsor $200,00 $75.00 Tee sign recognition

- Eagle Sponsor $500,00 $200,00 Banner recognition

| Birdie Sponsor $300.00 $125.00 Prize sponsor

|_|Par Sponsor $150.00 $60.00 Program recognition

| Hole-in-One Spansar $1,000,00 $400.00 Banner recognition

B enefits | Benefits have not been entered for the Individual

|No. Farticipants: 120 | Mo. Registered: 120 |No. Attended: 0

Note: You can mark Waive benefits if you do not want the benefits to default to the participants (registrants,
guests, or sponsors) who have that unit on the Registration Fees tab of their participant records.

3. Click Benefits. The Benefits screen appears.

Benefitz for Individual E

These benefits will be applied to any participant that has the Individual’ unit on their Begistration Fees tab. Thoze
benefitz are then defaulted to any gift added to pay the participant's registration fees.

[ ‘waive benefits

Benefit I Courik I Inik Cosk I Tokal Benefit/Value I Sent/Fulfiled I Cormments
- Gaolfing Cap 1 £5.00 $5.00 07/22/2006 Pick up at event
n $0.00 $0.00
Total: $5.00

Motes:

Individual players can choose bebween a red, green, or gray cap.

Ok I Cancel |

In the Benefit column of the first empty row, select “Golfing cap”.

In the Count column of the same row, enter “1”. The participant receives only one cap.

6. In the Unit Cost column of the same row, enter the amount $5. This is how much the cap costs your

organization.

When you enter a number in the Count column and an amount in the Unit Cost column, the Total
Benefit/Value of $5.00 appears automatically when you tab into this field. The amount appearing in the

Total Benefit/Value column equals Count multiplied by Unit Cost.

7. In the Sent/Fulfilled column of the same row, enter the date 07/22/2006. This is the date you give the

caps to the participants of the event.
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8. In the Comments column of the same row, enter “Pick up at event”. You plan to give out the caps at the
tournament.

9. In the Notes box, enter “Individual players can choose between a red, green, or gray cap.”

10. Click OK. A message may appear to inform you that the total benefit value changed and to ask whether to
update the receipt amount to reflect the change. For this scenario, click No. You return to the Prices tab of
the event record. You can continue to add benefits for each unit on this tab.

11. After you add information to the Annual Golf Tournament event record, click Save and Close on the
toolbar.

Expenses

Note: From Reports, when you use the grid on the Expenses tab, you can run an Event Expense Report in
The Raiser’s Edge that lists the expenses incurred by one or more events. For more information, see the
Reports Guide.

An event expense is a debt incurred by your organization as a result of hosting an event such as catering costs,
rental fees, mailing costs, and printing fees. When you track the associated expenses, you can ensure accurate
reporting on the success of your event.

» Track expenses for an event
You can track your event expenses in the grid on the Expenses tab of an event record.

However, if you configured an interface between The Raiser’s Edge and The Financial Edge in Configuration,
the Financial Edge Transaction Code field and View GL Expenses button appear on the bottom of the tab.
When you record your event expenses in The Financial Edge, you can still use the grid on the Expenses tab of
the event record, but you should enter only the event expense information you do not want to track in

The Financial Edge. The expenses you enter in the grid on the Expenses tab do not integrate with Blackbaud’s
Financial Edge General Ledger. For more information about the Financial Edge Transaction Code field and
View GL Expenses button, see “Financial Edge Expenses on an Event Record” on page 110.

Scenario: Your organization holds its annual golf tournament. You rented tables for the party after the
tournament from Partytime Rentals. On the Expenses tab of the golf tournament event record, add
the expenses incurred from renting the tables. If you have not added the annual golf tournament
event record, see “Add a sporting event” on page 20.

Note: From Reports, you can run an Event Summary Report in The Raiser’s Edge that provides key information
about the finances of one or more events. You can include information such as the event ID, the invited
participants, registered participants, income, and expenses. For more information, see the Reports Guide.
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From the Annual Golf Tournament event record, select the Expenses tab. For information about how to
open an event record, see “Open an event record” on page 10.

Annual Golf Tournament [ []

File Edit “iew Ewent Favortes Toolz Help

[5ave and Close - n|§'|§' H 4 » H|—"| Z- | ?'l%' ‘

» Participants I Actions | Attributes | Media | Motes
W General | v  Prices v  Expenses I Jobs
Expense Type | Budgeted | Expense | Paid | Date | Wenc

| Table Rertal $1,000,00 $500.00 $500.00 07§01/2006 Partytime Rentals
KN 2

| Total Budgeted: $1,000.00 | Total Expense: $500.00 | Qver [Under): ($500.00)

|No. Farticipants: 120 | Mo. Registered: 120 |No. Attended: 0

In the Expense Type column of the first empty row, select “Table Rental”.

Warning: Before you can search and find a vendor to enter in the Vendor column of the Expenses grid, you
must add the vendor as a participant (registrant, guest, or sponsor). You can do so on the Participants tab of
the event record or by clicking Add New on the Open screen for participants. You can type the vendor directly
into the Vendor column if the vendor has been added previously as a participant. For more information, see
“Add Participants” on page 123.

3.

4.

In the Budgeted column of the same row, enter the amount $1,000. This is the amount of money
designated in the golf tournament’s budget for table rental.

In the Expense column of the same row, enter the amount $500. This is the actual amount spent on
renting tables.

In the Paid column of the same row, enter the amount $500. You sent a check for the tables when you
placed your order with Partytime Rentals.

In the Date column of the same row, enter the date 07/01/2006. This is the date you sent the check.

On the same row, click in the Vendor column to access the binoculars. Click the binoculars to access the
Open screen for participants where you can search for Partytime Rentals to track as a vendor for this
event.

Repeat this procedure as many times as needed to record expenses incurred for this event. The total
budgeted, total expenses, and the amount over or under budget appear at the bottom of the Expenses
tab.

After you add expenses, click Save and Close on the toolbar to save and close the Annual Golf
Tournament event record.
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Financial Edge Expenses on an Event Record

Note: Transaction codes are available with The Financial Edge Projects and Grants. To use transaction codes
on event records, The Financial Edge must be installed on the same workstation as The Raiser’s Edge, and you
must have logged into The Financial Edge at least once.

If you have Blackbaud’s The Financial Edge accounting software, you can interface (integrate) between it and
The Raiser’s Edge. To avoid having to track expenses in both programs, once integrated, you can now record your
event expenses in The Financial Edge and view these expenses in The Raiser’s Edge. On the bottom of the
Expenses tab of each event record in The Raiser’s Edge, a Financial Edge Transaction Code field and a View GL
Expenses button appear. You can use the field and button on the bottom of the Expenses tab to view the
applicable expenses from The Financial Edge General Ledger.

When you record your event expenses in The Financial Edge, you can use the top grid on the Expenses tab of the
event record, but you should enter only the event expense information you do not want to track in The Financial
Edge. The expenses you enter here do not integrate with Blackbaud’s Financial Edge General Ledger.

New Event [_ =]

File Edit ‘Wiew Ewent Favortes Toolz Help
ESaveandElnse-|U|§'@,' H 4 » H|—"'| z- | ?- - ‘
v Participants I v  bohonz I v  Altributes I Media I Mates I
W General I v  Prices Expenzes | v Jobs
Expense Type | Eudgeted | Expense | Paid | Date | i
<] | i
| Total Budgeted: | Total Expenze: | Qe [Under):
Financial Edge Transaction Code: I j View GL Expenzes |
| Mo, Participants; 9 |No. Reaqiztered: B |No. Attended: 0
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For the Financial Edge Transaction Code field and the View GL Expenses button to appear on the bottom of the
Expenses tab, you must establish program settings on the General Ledger page of Configuration in The Raiser’s
Edge. On the General Ledger page of Configuration, you must mark Blackbaud General Ledger present and
ensure that the specified connection information is valid. Under Expense Tracking and Appeal Posting, you must
select the transaction code created in The Financial Edge to integrate the two programs. For information about
how to establish program settings for the interface between The Raiser’s Edge and The Financial Edge, see the
Configuration & Security Guide.

— Expense Tracking and Appeal Posting

Tranzaction Code: I j
W A_pply Tranzaction EDFIE azzociated with
gift appeal when posting

Autoratically generate Transaction Code
table entries for new records of the following
hype:

¥ tppeals
[ Events

You can then mark Events. If you mark Events, when you add a new event record, a transaction code table value
is created in The Financial Edge and mapped back to the event record. For example, in The Financial Edge, you
decide to set up a new transaction code named “RE Events and Appeals” to track your event and appeal
expenses. You select “RE Events and Appeals” in the Transaction Code field on the General Ledger page of
Configuration in The Raiser’s Edge. After you establish these settings, you add an event record with the name
“CPR Training Session.” When you save the record, that event name (CPR Training Session) is added to the list of
Financial Edge code table values you set up for the RE Events and Appeals transaction code. This new code table
value automatically appears in the drop-down list in the Financial Edge Transaction Code field on the Expenses
tab of the CPR Training Session event record. Any other transaction code values previously set up also appear in
the drop-down list in the Financial Edge Transaction Code field.

CPR Training Session

File  Edit “iew Ewent Faworter Tool: Help
[i5ave and Close - U|§'&'|N 4 » H|—"’| z- ||?' & - |
v Participants | v Actions | W Altributes | Media | Maotes
W General I v  Prices Expenzes | v  Jobs
Expense Type I Budgeted I Expense I Paid I Date I Y

KNI 2

| Total Budgeted: | Total Expenige: | Over [Undern):

Financial Edge Tranzaction Code: IEF'F! Training Sezsion ﬂ Yiew GL Expenzes |
| M. Participants: 9 |No. Registered: & |No. Attended: 0




112 CHAPTER

When you click View GL Expenses, the Expenses from Financial Edge General Ledger screen appears. The grid

displays all expenses (transactions) tracked in The Financial Edge General Ledger that are associated with the

entry in the Financial Edge Transaction Code field. For example, on the CPR Training Session event record, the
Financial Edge transaction code of CPR Training Session appears in the Financial Edge Transaction Code field.

When you click View GL Expenses, the program retrieves all expenses (transactions) recorded in The Financial
Edge General Ledger that have a code table value of “CPR Training Session” for the “RE Events and Appeals”

transaction code.

CPR Training Session Expenses from Financial Edge General Ledger

e = 5]

‘endaor Mame | Transaction Tvpe | Amount I Date Murmber | Status | Descripkion ;l
<unknown Journal Entry $55.00 nfa nfa “arious Journ. .
AlphaiGraphics Irvvoice $100.00 03/02/2005 5855 Paid Extra Copies
AlphaGr aphics Credit Memo $(295.00) 02/05/2005  C889 Applied Credit For Cne..

Mr. John Doe Check $220,00 01(28/2005 1041 Consulting
Office Supplies Inc,  Invoice $420.00 02152005 Paid 2 Chairs
Office Supplies Inc,  Invoice $420.00 02152005 Paid 2 Chairs
Office Supplies Inc.  Invoice $55.00 013072005 Paid Staplers
OFfice Supplies Inc,  Invoice $15.00 01/30/2005 Paid

KIS

Total Expenses from General Ledger: $337.00

Paper Clips
-
3

Note: All General Ledger transactions with an encumbrance status of Regular that are related to an account
category of Expense appear in the grid for invoices, credit memos, and one-time checks.

The grid on the Expenses from Financial Edge General Ledger screen displays the vendor name, transaction type,
amount, date, number, status, and description for each transaction type of credit memo, invoice, and one-time
check. The display under the grid shows the total amount of the expenses (transactions) in the grid.

If the source of a transaction cannot be traced to a credit memo, invoice, or one-time check, <Unknown> appears
in the Vendor Name column, and Journal Entry appears in the Transaction Type column. The Amount appears as
the sum of all transaction amounts that cannot be traced to a credit memo, invoice, or one-time check. No date,

number, or status appear.

On the Expenses from Financial Edge General Ledger screen, an Open button appears on the action bar. When
you select a row in the grid with a known transaction type and click Open, that particular invoice, credit memo, or
one-time check opens. When you select the <Unknown> row and click Open on the action bar, the Expense
Transactions from Financial Edge General Ledger screen appears and displays the account numbers, account
descriptions, and transaction numbers for all the General Ledger transactions that cannot be traced back to an
invoice, credit memo, or one-time check. The grid also displays whether the transactions are debits or credits, the

dollar amounts of the transactions, and the journal values of the transactions.

CPR Training Session Expense Transactions from Financial Edge General Ledger

e =

Account Mumber | Account Description | Transackion Number | Transaction Type | Arnount |

01-5100-03

Supplies-Administra, ., 19-017

Debit

Journal ﬂ
$55.00 Journal Entry

Total Expenszes from General Ledger: $55.00

.
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On the Expense Transactions from Financial Edge General Ledger screen, an Open button also appears on the
action bar. When you make a selection in the grid and click Open, that General Ledger transaction record opens.
For more information about General Ledger transaction records, see the user guides for The Financial Edge.

For more information about integrating the two programs, see The Raiser’s Edge and The Financial Edge: An
Integrated Solution for Nonprofits Guide.

Event Jobs

Event jobs are the tasks, or specialized pieces of work, assigned to volunteers of an event. For example, your
conservation organization hosts a walk-a-thon to raise money for your Save the Beaches campaign. Before the
event, you need volunteers to help make plans. You need volunteers to make phone calls to ask participants from
last year’s walk-a-thon if they would like to participate this year and other volunteers to work on letters to send
to potentially new participants. You also need volunteers to work with the promotions committee to deliver
brochures and flyers to people all over the surrounding area. On the day of the event, you need volunteers to
man the registration tables and hand out registration packets. You need volunteers to help with directions and
ensure the crowd walks on the right track. You also need volunteers to serve coffee in the morning and distribute
bottles of water when the participants start to walk. All these tasks are your event jobs. Before you assign any of
these jobs to your volunteers, you must add job records to your database and link each job to the walk-a-thon
event record. You can add event job records to your database only when you use the optional module Volunteer
Management.

When you use the optional module Volunteer Management, a Jobs tab appears on all your event records. With
the optional module Volunteer Management, to add job records to your database, click New Job on the action
bar of the Jobs tab of an event record. You can also add job records from the shell File menu, from the New Job
link on the Jobs page of Records, and from the File menu of an existing job record. When you add job records to
your database and link them to an event record already in your database, the jobs list in the grid on the Jobs tab
of the event record.

Walk-A-Thon M= E3
File Edit “iew Ewent Favortes Toolz Help
ESaveandElUSB'|n|§'@' H 4 » H|—"| Z- ||?' & - ‘
v Participants I W Achions I v Attibutes I v Media | v Motez |
W General I W Frices I v  Expenzes v  lobs

] ] x

Assignirment

Start Date End Date

Cakegory Position

Crowd Cankral Day of Walk Maonitar

Decorations Dray of walk Design decaratar 07j27 02007 072712007

Refreshments Day of walk Canteen worker 0712712007 07/27iz007
Phone calls Before the ‘Walk 01/01/2007 04272007
Fromotion Committee  Before the Walk Committes member 01)01/2007 042712007

Mo, Participants: 9 Mo, Registered: & Mo, Attended: O
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To filter the job records that appear on the Jobs tab, click Filters on the action bar above the grid. A filter screen

appears so you can decide whether to filt

— Filter By

Bgzighment: IIZru:uwu:I Cantral

Pozition: IMu:unitur

Lef Led L

Categan,: IDa_l,l of wialk

Start D ate: IIZI?;'2?.-"2EIEI? EII
Cancel |

er by Assignment, Position, Category, or Start Date.

When you add a job record to your datab

ase, the New Job screen appears.

8 Mew Job | _ 5] =]
File Edit Job Favortes Tools Help
ESaveandElose'|U| H 4 » N||gI ?'|%' ‘
General |Qetai|8| Eulunteelsl Job Qttlihutesl
Jokbe I Psition: I
Categary: I j Wolunteer ppe: I j
Start date: Ij Finirmum age: I_
End date: IW ¥ ThisJob is for an..
™ Allow mandated volunteers ® 9
™ Job completed Event IWaIk-.-’-‘-.-Thnn ﬂl
Description:
| |

A job record includes four tabs: General tab, Details tab, Volunteers tab, and Job Attributes tab. The information
you track on each tab is discussed in succession in the Jobs chapter of the Volunteers & Jobs Data Entry Guide.
Before you add any event job records to your database, we recommend you read the Volunteers & Jobs Data
Entry Guide in its entirety. From the Volunteers & Jobs Data Entry Guide, you learn how to add volunteer

information on the Volunteer tab of each
manually and automatically find jobs and
volunteers’ constituent records, and auto
the job record itself.

of your volunteers’ constituent records, job records to your database,
assign them to a volunteer from the Volunteer tab of each of your
matically find volunteers and assign them to a job from the menu bar of
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Event Actions

On the Actions tab of an event record, you can track the communications you make about your event, as well as
the tasks associated with these communications. When you click New Action on the action bar on the Actions
tab, you can add phone calls, meetings, mailings, email, tasks, and any other types of actions, if you have rights

established from the Security link of Configuration.

% New Action M= E
File Edit iew Aghtion Favortes Tools Help
ESaveandEIose’|U|ﬁ&|H 1 b H|—'|||g|?'|%' |
General I Aftributes/Mokes |
Completed

M arne: I.t’-‘n.nnual Galf Tournament ﬂl ID: GOLF

Categon: © Phone Call € Meeting ™ Maling € E-mal ¢ Task/Other
¥ Auto-Femind 3§

Action tepe: |Invitati0n j
_ w Matify I Gina
Action date: IDEHD4H2DDE§ EII
Set reminder for |1 Iweek[s] vI beforehand

Start time: I End time: I
v Solicitor(s) | Anne Sinclair Pronite: = High & Momnal Low
Status: ICDmpIeted j Campaigr: |Endowment Campaigr jﬁl
¥ Action completed Dnm Fund: I.-’-‘mnabelle Johnzon Endovment jﬁl
Letter: |Tnurnament Irvitation =] Froposal I ]

Document: I

Hiewrach Templatel
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To add event actions, you can also click New Action on the Actions page of Records. The actions you add for the
event appear in the Actions grid with columns that display the Date, Category, Type, Solicitor(s), Status, and
whether the action is Completed. You can determine the columns to view on the Actions tab. The ones listed are
the default columns. The Actions tab of the event record helps you keep your event correspondences and tasks
organized.

Annual Golf Tournament M= E3
File Edit %iew Ewvent Fawortes Tools: Help
ESaveandClnse*|n|§*&'|K 1 b H|—*'| 2-|||?'|$* ‘
W General | v  Priges I v  Expenses I Jaobs
v Parlicipants iow Achions | Attributes I Media I Motes
] Sl EET e EIEER -
Date | Cakegory | Type I Salicitor(s) | Skakus I Campleted? I
03012006 Mailing Thank-you note  Anne Sinclair Closed Ves
07 f200z006 Phone Call Phone Call anne Sinclair Closed Ves
07012006 Mailing Schedules Anne Sinclair Closed Ves
0510412006 Mailing Irwvikation anne Sindair Cipen Mo
| Mao. Participants: 120 |ND. Reqiztered: 120 | Mo, Attended: 0

To filter the actions that appear on the Actions tab, click Filters on the action bar above the grid. A filter screen
appears so you can decide whether to filter by Category, Type, Status, or Action date.

Filters E

— Filter By
Categony: |Mailing

Type: IInvitatiu:un

)

Status: IEIDsed

Action date:; IIZIE.r'EId.-’EEIDE EII
Cancel |

You can also add Action tracks for event actions. To add event action tracks, select Tools, Action Tracks, Assign
Event Action Tracks from the menu bar. With action tracks, you can add a predefined set of actions for an event.
For example, for a golf tournament, a track would be ideal. On 06/01/2006, you send out handwritten invitations
for the tournament. A month later, you need to mail schedules for the event to registered participants. A week
before the tournament, you need to make phone calls to all registered participants to remind them of the start
time and ask if they have any questions. One week after the tournament, you need to send handwritten thank
you notes to all participants who attended the event. All these actions are added as a track, with one action
occurring as the result of the completion of another. This ensures each action takes place in the correct sequence
and at the correct time.

For information about actions and action tracks, see the Actions chapter of the Constituent Data Entry Guide.
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Event Attributes

On the Attributes tab of an event record, you can store additional, helpful information about an event. For
example, you can track the success rate of your event; whether it was highly successful, moderately successful, or
not successful. You can track whether your event takes place indoor, outdoor, or both. You can track the prizes
that were donated and profitability margins. You can create unlimited attributes to track important information
about your event.

Annual Golf Tournament =]
File Edit ‘Wiew Ewent Favortes Toolz Help
ESaveandElnse'|U|§*@,' H 4 » H|—"'| 2-|||?'|§' ‘
W General I W Prices I W Expenses I Jobs I
v Participants I v Actionz Pow Atkibutes | Media I Motes
Cateqary I Descripkion Short Desc. I Dhate I Camments
| |Event Locale Indoor/Outdoor 05/04/2006  Tournament-outdoars;dinne. .,
|__|Event Success Rate Highly successful 05/04/2006  Previous tournaments - 100,
| |Prizes Donated $100 gift certificate 051042006 Diownkown Sparks
| |Prizes Donated Year golfing pass - Fai... 051042006 Fairfield Country Club
| |Prizes Donated Lexus 05042006 Charlestowne Lexus
| Mo, Participants; 120 |No. Regiztered: 120 |No. Attended: 0

Although you set up attributes from the Attributes link of Configuration, you can add attributes to an event
record from this tab, if you have rights established from the Security link of Configuration. Select your attributes
from the Category column in the Attributes grid and enter information in the Description, Short Desc., Date, and
Comments columns. From the Attribute category field on the action bar above the grid, you can choose which
attributes list on this tab. You can display all attributes or one specific attribute category. If you want to view all
attribute categories, select <All Categories>. For information about how to add attributes, see the Configuration
& Security Guide.

For information about attributes, see the Attributes, Notes, Media, and Appeals chapter of the Constituent Data
Entry Guide. The Attributes tab of an event record works the same as the Attributes tab of a constituent record.

Event Media ltems

The Media tab uses Object Linking and Embedding (OLE) to store newspaper clippings, letters, pictures, graphs,
and other important data about your event.
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Annual Golf Tournament M= B
File= Edit View Ewent Favortes Toolz Help
ESaveandElose‘|n|§'@' H 4 » “|_"| 2*||E"|?'|$' ‘
vl General I v  Prices I Expenzes I Jabs I
Participants I v bctions | W Alibutes W  Media | Maotes
7E i Il:f; ; -
Type T | Description I Drate I Added Ev
Picture winner of the Golf Tournament - 2004 07/31)2006  Molunteer
Picture Player caught in a sand trap 07/31/2008  volunteer
Picture Player strikes a pose 07)31/2008  wolunteer
| il
| Mo, Participants: 0 |N0. Reaiztered: 0O |N0. Attended: 0

Note: If an entry does not exist in a drop-down list in a field where you must make a selection, you can always
type your entry directly into the field if you have security rights established. A message appears to ask whether
to add the entry to that table. Select Yes. Even though you can add a table entry from a field with a drop-down
list, for data entry consistency, we recommend you establish your table entries from the Tables link of
Configuration. For information about how to set up tables, see the Configuration & Security Guide.
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From the Media tab, you can add a new media object, open an existing media object, or delete a media object, if
you have rights established from the Security link of Configuration. To filter the type of media object to view in
the Media grid, select from the Media type list on the action bar above the grid. When you select New Media, the
Media screen appears so you can add a new media object.

‘' Mew Media for Annual Golf Tournament
File Edit “iew Media Help

ESaveandElose-|n }(| 1 ||Q'

Diate: |nm1 £2008 E|| Title: ISand Trap
Tupe: |F'iu::ture j Authar: |F|ob j
=

Description: |Plaper caught in a sand trap

’E |

For information about adding, editing, and deleting media objects, see the Attributes, Notes, Media, and Appeals
chapter of the Constituent Data Entry Guide. The Media tab of an event record works the same as the Media tab
of a constituent record.

Event Notes

On the Notes tab, you can store multiple notepads associated with an event. Notepads hold free-form text and
comments. You must assign each notepad a Type to define the purpose of the contents. You should also assign
the Date you established the notes and a Description, which is a quick summary of your notes. Fields are also
available for an author and a title.
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For example, you can store many notepads for a tennis or golf tournament. You can add Location Notes,
Participant Notes, Prospect Notes, and any other notes relating to the tournament.

Annual Golf Tournament IS B3

File Edit ‘Wiew Ewent Favortes Toolz Help

E]Saveandlilnse'|n|§*&' H 4 » H|—"'| 2*||‘_‘|| ?'|@' ‘
v General I W Prices I Expenzes I Jobs I
Participants I W Actiohs I W Attibutes I W Media Maotes

i | oz ¢ Liafaia -

Tvpe ! | [rake | Cescripkion Mokes
Location Mokes  06/10/2006 field Country Club rules & guide book with rules pertaining to the Golf To...
Participant Mokes  05/10/2006 Age requirements For part... Participants of the Golf Tournament - 2006 must ..
Prospeck Mokes  06/10J2006 Searching For future parti,.. It is important to ask participants for the names ...

| Mo, Participants; 0 |No. Reaqiztered: 0 |No. Attended: 0

Note: When you add notes to a notepad on an event record, you can add time stamps to designate who added
text to the note and when the text was added. In the notepad grid, place your cursor in front of the section of

the note you want to stamp and press F5 on your keyboard. Your login name and today’s date appear before
that section of text.
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From the Notes tab, you can add a new notepad, open a notepad, or delete a notepad, if you have security rights
established from the Security link of Configuration. To filter the types of notepads to view in the Notes grid,
select from the Notepad type list on the action bar above the grid. When you select New Notepad, the Notepad
screen appears so you can add a new note about the event.

% New Motepad for Annual Golf Tournament [_ [O]x]
File Edit Motepad Format Tools Help

[ SaveandCiose- | [ W S [A] « » || 0| 2|28~
[MS Sans Serf s Fle 7z ulls=E= =
Date: |06/05/2006 1| Title: {Mew Praspects
Tupe: |Praspect Notes =] Author: [Fick =l

Description: |Searching fiar future participants

ltis important to ask paricipants for names of friends and family memkbers who may be
interested in participating in our next golf tourmament. The volunteers who wark at the
registration tables will inguire when the paricipants sign in.

|F'ress F5 to Inzert Time Stamp i

Tip: To easily import and export notepad contents, right-click in the text box and select Load from File or Save
to File.

For information about how to add, edit, and delete notes, see the Attributes, Notes, Media, and Appeals chapter
of the Constituent Data Entry Guide. The Notes tab of an event record works the same as the Notes tab of a
constituent record.

Event Annotation

Tip: Some examples of annotations include “This event starts tomorrow,” “See Doug Ziegler before you
change the event record,” or “Invitations have not been sent for this event.”

You can store one annotation, or note, for each event record. The annotation should be a quick reminder type of
note. You can add an annotation by selecting Edit, Annotate from the menu bar of an event record. On the
Annotate screen, you can choose to display the annotation automatically when a user opens the event record.
This is especially useful if the note discusses something important every user should know about the event. If you
choose to not display the annotation automatically when the event record is opened, users must select Edit,
Annotate from the menu bar of an event record to display your annotation.

» Add an annotation for an event

Tip: To quickly access the Annotate screen, press CTRL + T on your keyboard.

An annotation should be a quick reminder type of note.
1. From the event record, select Edit, Annotate from the menu bar.
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Note: On the Annotate screen, you can cancel the annotation if you decide to not add the annotation; delete
the annotation; or copy and paste your annotation.

The Annotate screen appears.

Annotate

Current Annatation:

See Dana Cone before changing arything on this event Save
record!
Cancel

Delete. ..

Copy

Pazte

e [Flek

¥ Dizplay annatation automatically

In the Current Annotation box, enter your annotation or note.

3. To automatically display the annotation each time a user opens the event record, mark Display
annotation automatically.

If you do not mark this checkbox, after you save your annotation, users must select Edit, Annotate from
the menu bar of the event record to view your annotation.

Click Save. You return to the event record.
5. On the toolbar, click Save and Close.

Copy an Event Record

To easily set up a new event, you can copy an existing event record. This helps if you hold the same event
regularly, such as each month or year, because you do not have to set up a lot of the event record again.

When you copy an event, the information in these fields and options copies over: Category, Description, Type,
Group, Goal, Itinerary desc., Capacity, No. invited, Display on ‘Calendar of Events’, No. classes (class event
only), and Frequency (class event only) from the General tab; gift defaults; Awards; Menu (dinner event only); all
entries on the Prices tab; and Expense Type, Budgeted, and Comments from the Expenses tab. You can change
the information copied over on the new event record.

» Copy an event record
1. From the menu bar of an existing event record, select Event, Copy Event. The new event record appears.

2. Add or edit the event information as necessary.
3. On the toolbar, click Save and Close.
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Guests

i
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Note: On the action bar, you can access New Registrant, New Guest, and New Sponsor from the drop-down
list. All three options are always available regardless of what you select in the tree view.

The optional module Event Management is divided into two major parts. The first part, discussed in the Set up an
Event section, involves the setup of an event record and encompasses the General, Prices, Expenses, Jobs (when
you use Volunteer Management), Actions, Attributes, Media, and Notes tabs of the event record. The second
part, discussed in this section, involves participants. You can add participants (registrants, guests, and sponsors)
for your event from the Participants tab of an event record. You can select the type of participant to add from the
tree view on the left. When you select Registrants from the tree view, New Registrant appears on the action bar
above the tree view. When you select Guests, New Guest appears, and when you select Sponsors, New Sponsor
appears. As you add participants, each participant appears in the grid on the Participants tab.
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When you select from the tree view, you also determine what appears in the grid on the right. When you select
Registrants, only registrants appear. When you select Guests or Sponsors, only guests or sponsors appear. When
you select <All>, all registrants, guests, and sponsors you added appear.

Annual Golf Tournament [ [C] =]
File Edit ‘Wiew Ewent Favortes Tool: Help
ESaveandElnse'|U|§*&' H 4 » H|—"'| 2-|||?'|$' ‘
Actiong I Attributes I Media I Mates |
W General | Prices I Expenszes | Jobs v Participants
m Marne I Participation I Status I Reqistration I F\ttendedﬂ
- Eeglstrants Dynarnic Engineering  Corpaorate Sp... Paid Da not regisker r
- Quests
- Spansars Davenport Creamery  Corporate Sp... Paid Do nok register r
The Flower Patch Wendor Will billus Do not register r
Mark D, Adamson Flaver Paid Registerad r
Timothy D, Bilings Plaver Paid Registered r
Jason D, Camphell Plawer Paid Registered r
Revan k., Dorrion Plawer Paid Registered r
Susan E, McDonald Plaver Paid Registerad r
Orla MoGrann Plawer Paid Registered r -
4 I I »
|No. Participants: 120
| Mo, Participants; 120 |No. Regiztered: 120 |No. Attended: 0

To further filter what appears in the grid, click Filters on the action bar and complete the Registration,

Participation, Status, or Attended fields on the Filters screen.

File  Edit

Wiew Ewent Fawvaortes Toolz Help
ESaveandElose‘|n|§'@'|H 1 F H|—"| E'| |?'|$' ‘
Actions I Attributes I Media I Motes I
W Geheral | Prices I Expehzes | Jobe v Participants

W

= <Al Harne I i Filters Iﬂ
Eeglstranm Dvnamic Enginesting  Cc [ Filter By
- Buests Registration: | Reqi
: . gistered -
L. Sponsars Davenpaort Creamery  Cc I J
The Flower Patch Ve | Participation: IF'Ia_l,-er j
Mark D, Adamson Pl Status: IF'aid j
Tirnatby O, Billings Plz
Jas0n D, Campbel Pl Attended: INnt.&ttended j
Ryan K. Dorrion Pl
¥ 1 1] I Cancel |
Susan E, McDonald Pl
Qrrla MoGrann Plawer Paid Regiskered O =
4 I I »
|N0. Participants: 120

Mo, Participants: 120

| Mo, Registered: 120

Mo, Attended: 0
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General Participant Information

Note: From Reports, you can run a Sporting Event Roster to list participants and their involvement in a
sporting event. You select the information to include. For more information, see the Reports Guide.

When you add a new registrant, guest, or sponsor from the Participants tab of an event record, you must enter
the participant’s name on the General tab of the new participant record that is created. You can then add basic
participant information on the same tab such as the participant’s address, phone information, how he
participates in the event, whether he was invited and responded to the invitation, and if he registered.

Registrants

Registrants are the event’s attendees, players, team captains, coordinators, instructors, vendors and other
businesses that supply a service or product for the event, or any other person involved with the event.

» Add registrants to an event

Note: You can globally add registrants, who are constituents in your database, to an event. For information,
see the Globally Adding Registrants to an Event section of the Globally Add Records chapter of the Global Add,
Delete, & Change Guide.

You can add registrants from the Participants tab of an event record.

Scenario: Your organization hold its annual golf tournament. You receive Richard Frederick Smith, Sr.'s
registration form. After you set up the event, add Richard as a registrant. If you have not added the
annual golf tournament event record, see “Add a sporting event” on page 20.

1. From the Annual Golf Tournament event record, select the Participants tab. For information about how to
open an event record, see “Open an event record” on page 10.

Annual Golf Tournament [_ ]
File Edt “iew Ewent Favontes Toolz Help
[fi5ave and Close ~ U|§'@'|N 4 » H|—P'| z- | ?'|§' ‘
Actions | Attributes | Media | Motes |
w General | Prices | Ezpenses | Jobs ¥ Paticipants
] T T
= <l Hame I Participation | Status Reegistration | Abtended

/ _ ELAT The Flawer Patch vendor will bill us Do nok regisker r

- [uests

g Mark D, Adamson Player Paid Registered r

----- ponzonE
Timathy D, Bilings Player Paid Registered r
Jason D, Camphbell Player Paid Registered r
Reyean K. Dorrion Player Paid Registered r
Susan E, McDonald Player Paid Registered r
Cla Meirann Player Paid Registered r
Thomas C. Moorer Player Paid Registered r
David B. Murphy Player Paid Registered r
KNI i
|N0. Registrants: 120

|ND. Participants: 120 | Mo, Registered: 120 |ND. Attended:; 0

Note: If you change a record and notice your changes are not updated automatically, click Save on the toolbar
before you add additional information.
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2. From the tree view on the left, select Registrants. Only registrants appear in the grid on the right.

3. Onthe action bar, click New Registrant. A message appears to ask whether this participant is an individual
or organization.

The Raizer's Edge E |

@ Thig participant iz an
@ Indvadust

= Organization

] 4 Cancel

4. Select Individual.

Warning: Registrants are not required to be constituents in your database. If you decide to add a registrant as
a constituent, select Add this participant as a constituent from the Participant menu of the registrant record.

5. Click OK. The Participant Biographical Information screen appears.

Participant Biographical Information

File Edit Mew Participant Help
i 5ave and Close | U|| ? - ‘

— Biographical — Preferred Addre
Last Mame: ISmith nl Aliages | Country: IUnited States j Mare... |
First name: IHichald Address lines: |10 Mantahala Bhed.

Middle name: IF[ederick

City: IMt. Pleazant

Titles: |Mr. | I =l State: Iﬂ South Carolina
Suffixes: |,Sr. | I =l ZIP: |29454 & DPE:l
I |

Phones/EmailiLinks
DNCl Tvpe | Murnber/Ermail Address
Home $43-555-3105

Warning: Never assume a participant is not in the database. We recommend you click the binoculars in the
Name field to search the database for the person to avoid duplicate entries. Perhaps a co-worker entered the
constituent name differently, at an earlier time, without your knowledge.

6. Inthe Last name field, enter “Smith”; in the First name field, enter “Richard”; and in the Middle name
field, enter “Frederick”.

7. Inthe first Titles field, select “Mr.”.
In the first Suffixes field, select “Sr.”

Names can have up to two titles and suffixes. If Richard had an alias, you would click Aliases and enter it
on the Aliases screen that appears. He does not, so you do not have to enter anything. When you search
for participants, you can search for the constituent by the alias when you mark Check aliases on the Open
screen that appears.
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9. Enter Richard’s address, mailing, and phone information as shown in the picture above. For information
about how to add an address, see the Program Basics Guide or the Constituent Records and Constituent
Mailing Information chapters of the Constituent Data Entry Guide.

Note: When you change a participant address and save your changes, if the address is linked to other records,
a message appears to inform you that the address is shared and will also update on all the other records. To
help determine whether to change the address, you can view a list of records that share the address. Click
Show Shared Addresses.

10. On the toolbar, click Save and Close. The registrant record appears.

Richard F. Smith (Registrant) [x]
File Edit Yiew Participant Tools Help

Eﬁaveand[ﬁlnse"n|§'@'|“ 4 » ﬂ‘4'||?'|&' |

Registrant: IHi:hald F. Smith _I

r Registered Events

v General ITraxe\l BReqistration Faesl F'artigipation' Qomat\ons' Sponzoring P\edges' Attlibgtes#Notas'
Summer Series of Fun

“F A Tenris Toumament Solickor: |David . burphy | Invite?: [Invited =] [oE5 72008
7 Afternoon Tea
7 Starlight Concert Participatian: |Captain =l Response: [Acoepted | Joe/m 2006 =)
g onus! Golf Tourna, Status: [Paid 7| Registratior: [Registered | [06/01/2006 =]
Sealing
Seating | Seat: Not pet assigned Seating Group: I bl @
[~ Do not seat this Patticipant Group#seating notes: I
Sponsared by: IBottIing Unlimited !l [~ Participant has attended

[~ Participant is a coordinator

Moare Infa... Awards Tags/Cards | Guests I

| |Spulling Event |

11. In the Solicitor field, click the binoculars to search for “David Murphy”. David Murphy is the solicitor who
persuaded Richard to participate in this tournament.

12. In the Participation field, select “Captain”. Richard serves as a team captain. If Richard participates as a
regular player, coordinator, or volunteer, enter that type here.

13. In the Status field, select “Paid” because you received a check for Richard’s registration fee. You can use
this field any way that is best for your organization. We recommend you use it as the participant’s paid or
not paid status.

14. In the Invite? field, select “Invited”. In the accompanying date field, enter the date you sent an invitation.

Note: If the event is a class, a Grade field appears under the Sponsored by field.

15. Inthe Response field, select “Accepted” because Richard sent in his registration form to confirm he would
play in the tournament. In the accompanying date field, enter the date he accepted.

16. In the Registration field, select “Registered” because you received Richard’s registration form. In the
accompanying date field, enter the date you registered him or the date you received the registration
form.

Warning: When you click the binoculars to search for Bottling Unlimited, you can only find Bottling Unlimited
if you previously entered this organization as a sponsor. For information about how to add sponsors, see “Add
sponsors to an event” on page 138.

17. In the Sponsored by field, click the binoculars. The Open screen for participants appears where you can
search for “Bottling Unlimited”, the organization that sponsors Richard in the tournament. The Sponsored
by field is not required. Registrants do not always have sponsors.

18. After the tournament, come back to the registrant record for Richard and mark Participant has attended.
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19. Because you decided to add Richard as a constituent in your database, select Add this participant as a
constituent from the Participant menu of Richard’s registrant record and add him as a constituent. A
message appears to ask whether to add a constituent code for Richard.

The Raiser's Edge

*rou have chozen to save Richard F. Smith as a constituent. Use these fields to
azzign a conghtuency to this constituent.

Constituency: |Friend j FR

[rate from: IDEJD‘I S2006 EII
Date ko I EII

(].4 I Cancel |

Note: Seating setup for a registrant is discussed in “Set Up Seating on the Participant Record” on page 151.

20. Add constituency information as shown in the previous picture. For information about constituent codes,
see the Constituent Data Entry Guide. Click OK. You return to the General 1 tab of Richard’s registrant
record.

21. Click OK. You return to the General tab of Richard’s registrant record.

22. Inthe Registrant field, click the ellipsis. The Participant Biographical Information screen reappears. In the
ID field, enter a constituent identification number. If you set the business rule in Configuration, the
program automatically generates a unique ID. We recommend you set this rule to eliminate errors and
duplicate IDs.

23. Click Save and Close. You return to the Registrant record.

Tip: When you mark Participant is a coordinator, the participant’s name appears automatically in the
Coordinators field on the General tab of the event record.

24. Richard is a coordinator for the event, so you need to mark Participant is a coordinator. A message
appears to ask whether to add a job assignment for Richard. If you click Yes, the program asks you to add
a job assignment for Richard. If you click No, you can move on without having to add a job assignment. For
now, click No. This message appears only when you use the optional module Volunteer Management and
the participant is a constituent in your database. For information about the optional module Volunteer
Management, job records, and job assignments, see the Volunteers & Jobs Data Entry Guide.

Note: When you integrate The Raiser’s Edge with Blackbaud NetCommunity, a NetCommunity registration
checkbox appears on the General tab of a participant record. This checkbox indicates whether the participant
registered for the event on your Blackbaud NetCommunity website. When the event registration transaction
is downloaded from Blackbaud NetCommunity, the checkbox is automatically marked. You can also manually
mark this checkbox when needed. For information, see the Blackbaud NetCommunity Integration Guide.

25. After you add information on the General tab of Richard’s registrant record, click Save and Close on the
toolbar. You return to the Participants tab of the Annual Golf Tournament event record.

26. Click Save and Close.

Mark Registrants as Attended or Unattended

After an event is held, you can mark registrants as attended or unattended from the Participants tab of the event
record. You can mark a group of registrants as attended or unattended, or one registrant at a time.



» Mark registrants as attended
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1. From the Participants tab of an event record, select a registrant and click Mark Attended on the action

bar. The registrant is marked as attended.

o
File Edit Wiew Event Favorites Tools Help
uSaveandﬁlose'H|-j'Q'| L I N|—>v2v ﬂl?:f ? - B |
W General I v Prices I v Expenzes /v Jobs I
¥  Participants | v  Actions | v Altributes | v | v Motes
i s % A >
1 <Al Name Participation selected participantis) .
-~ Registrants Mia Patras Speaker All participants Mo
Guests . - -
Sparsors Leslie McMally Attendes Paid Registered Mo
Lucy G. Avdeenko  Coordinator Paid Registerad Yes
The Bean Grinder Corporate Sponsor Paid Do not register  Wes
Melissa C. Elzy Attendes Paid Registered es
Madison R Parker  Attendes Paid Registerad Yes
Kenneth Parker Attendes Paid Registerad Mo
Catl Rhodes Attendes Paid Registerad Yes
Kyle M. Rhodes Attendes Paid Reqistered Yes
Dianne D, Cone Attendes Paid Registered Yes
Bebe D, Kemp Attendes Paid Registerad Yes
Clatice E, Riddle Attendes Paid Registered es
Claudia L. Ivery Attendes Paid Registered es
Hampton L. Judson  Attendee Paid Reqistered Yes -
ol il
How are registrants, guests, and sponsors different’?
[Invited: 15 | Fregistered: 14 |Not Registered: 0 [ Donot Register: 2 | Attended: 13 [EEET

A

2. To mark a group of registrants as attended, click the arrow on the Mark Attended button and select

Selected participant(s) or All participants.

To select multiple registrants, hold down CTRL on your keyboard, and select the constituents to mark as

attended.

¢ If you selected Selected participant(s), the registrants are marked at attended.

¢ If you selected All participants, every registrant on the Participants tab is marked as attended.



130 CHAPTER

» Mark registrants as unattended

1. From the Participants tab of an event record, select a registrant that is currently marked as attended, and
click Mark Unattended on the action bar. The registrant is marked as unattended.

o
File Edit Wiew Event Favorites Tools Help
USaveandﬁlose'H|-j'Q'| L I .l|—>v2v ﬂl}j’ ? - B |
W General I v Prices I v Expenzes / w  Jobs I
¥  Participants | v  Actions | v Altributes | v v Motes
& gis < A
1 <Al Name Participation selected participantis) 'l
-~ Registrants Mia Patras Speaker All participants Mo
Guests . - -
Sparsors Leslie McMally Attendes Paid Registered Mo
Lucy G. Avdeenko  Coordinator Paid Registerad Yes
The Bean Grinder Corporate Sponsor Paid Do not register  Wes
Melissa C. Elzy Attendes Paid Registered es
Madison R Parker  Attendes Paid Registerad Yes
Kenneth Parker Attendes Paid Registerad Mo
Catl Rhodes Attendes Paid Registerad Yes
Kyle M. Rhodes Attendes Paid Reqistered Yes
Dianne D, Cone Attendes Paid Registered Yes
Bebe D, Kemp Attendes Paid Registerad Yes
Clatice E, Riddle Attendes Paid Registered es
Claudia L. Ivery Attendes Paid Registered es
Hampton L. Judson  Attendee Paid Reqistered Yes -
ol il
How are registrants, guests, and sponsors different’?
[Invited: 15 | Fregistered: 14 |Not Registered: 0 [ Donot Register: 2 | Attended: 13 [EEET

2. To mark a group of registrants as unattended, click the arrow on the Mark Unattended button and select
Selected participant(s) or All participants.

To select multiple registrants, hold down CTRL on your keyboard, and select the constituents to mark as
unattended.

¢ If you selected Selected participant(s), the registrants are marked as unattended.
¢ If you selected All participants, every registrant on the Participants tab is marked as unattended.

Guests

A guest is an individual or organization that attends an event as an invitee (guest) of a registrant. You primarily add
guests from the Participants tab of an event record, but can add guests from the General 1 tab of a registrant
record.

Once you add a guest record, you can quickly change the guest to a registrant when necessary. From the menu
bar of the guest record, select Participant, Convert to Registrant.
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» Add guests to an event from the Participants tab
Guests should primarily be added from the Participants tab of an event record.

Scenario: Your organization holds its annual golf tournament. Richard Frederick Smith, Sr., a registrant
of the tournament, lets you know he plans to bring a guest, Betsy Graack. Betsy is already a
constituent in your database. Add Betsy as a guest. If you have not added the annual golf tournament
event record, see “Add a sporting event” on page 20. If you have not added Richard as a registrant, see
“Add registrants to an event” on page 125.

1. From the Annual Golf Tournament event record, select the Participants tab. For information about how to
open an event record, see “Open an event record” on page 10.

Note: You can globally add guests, who are constituents in your database, to an event. For information, see
the Globally Adding Guests to an Event section of the Globally Add Records chapter of the Global Add, Delete,
& Change Guide.

2. From the tree view on the left, select Guests. Only guests appear in the grid on the right.

Annual Golf Tournament = 1C]]
File Edit “iew Ewent Favaortez Toolz Help
[f5ave and Close ~ U|§'@'|K i » H|—P‘| z- | ?'|§' ‘
Actions | Attributes | Media | Motes |
w General I Prices I Ezpenses I Jobs ¥ Participants
| k= |z e
B- <-‘:5\||> Marne I Participation | Status Reqistration | Attended
- Registiants Dianne D, Cone Player Paid Reqistered r
o ALezts ) .
Jane L. Cathran Player Paid Registered r
----- Sponzors
Bebe D, Kemp Player Paid Reqistered r
Clarice E. Riddle Plawer Paid Registered -
Genevieve G, Smith Player Paid Reqistered r
Wicki 5. Towne Player Paid Registered -
KNI i
|ND. Guests: 6
|No. Farticipants: 120 | Mo, Registered: 120 |No. Attended: 0

3. On the action bar above the tree view, click New Guest. A message appears to ask whether this
participant is an individual or an organization.

The Raizer's Edge Ed |

@ Thiz participant iz an
0 indiidust

" Organization

k. Cancel

4. Mark Individual.
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5. Click OK. The Participant Biographical Information screen appears.

Participant Biographical Information

File Edit Miew Parkicipant Help
[ 5ave and Clos= | u|| ? - ‘

— Biographical — Preferred Addre
Lazt Mame: IGraack ﬂl Aliazesz | Eountr_l,J:IUnited States j Mare... |
First marne: IBets_l,l Address lines: [32 5. Main Street
Middle niame: |Patricia :
City: INewark
Titles: - -
Hes IMS' J I J State:INJ vI Mew Jersey
Suffees: | ]| [ 2P [onoe @ oG]
ID: |25

Phones/EmailiLinks
DNC| Tvpe I Mumber/Email Address
Home  973-555-1105

6. In the Last name field, click the binoculars. The Open screen for constituents appears, so you can search
your database for Betsy Graack to add as a guest. When found and selected, Betsy’s full name appears
automatically in the Name fields on the Participant Biographical Information screen. For information
about the Open screen, see the Program Basics Guide.

7. Betsy’s address appears automatically in the Address fields because it defaults from her constituent
record. To edit her address, click More to access the Address screen. For information about how to add an
address, see the Program Basics Guide or the Constituent Records and Constituent Mailing Information
chapters of the Constituent Data Entry Guide.

Note: When you change a participant address and save your changes, if the address is linked to other records,
a message appears to inform you that the address is shared and will also update on all the other records. To
help determine whether to change the address, you can view a list of records that share the address. Click
Show Shared Addresses.

8. Betsy’s phone information appears automatically in the Phones/Email/Links grid because it defaults in
from her constituent record. If the home phone is already in the grid, you can add other types of phone
numbers, fax numbers, or email addresses. In the next empty row of the Phones/Email/Links grid, select
a Type and enter the Number/Email Address.

Note: Seating setup for a guest is discussed in “Set Up Seating on the Participant Record” on page 151.



9.

10.

11.

12.

13.

14.

15.

16.

17.
18.

19.
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On the toolbar, click Save and Close. The guest record appears.

File Edit Yiew Participant Tools Help

Eﬁaveand[ﬁlnse"n|ﬁv&v H 4 » ﬂ‘*'||§'|?'|@' |

Registrant: IBelsyF' Graack _I

r Registered Events

v General ITraxe\l Registration Faesl F'artigipation' Domat\ons' Sponzoring P\edges' Attlibgtes#Notas'
Summer Series of Fun

9 Ala Tennis Tournament Solicitar: IDaV‘d B. Murphy ﬂ Irwite?: Ilnvlted j IUE./'2U/"ZDUB
7] Afternaon Tea
A Statight Conoet Participatian: |Flayer =l Response: [Accepted | [06/02/2006 ]
Rl sl Golf Toumarer Status: [Billater | Registration: |Register=d v | |06/02/2006 =]

Seating

Seating | Seat: Mot pet assigned Seating Group: I 7 @
[~ Do not seat this Participant Graup/seating notes: I
Guest of IF\ichard F. Smith !I [~ Participant has attended

[ Participant is a coordinator

¥ Mo nfo... Luwards | Tags/Cards I

| |Spulling Event |

In the Solicitor field, click the binoculars to search for “David Murphy”. David Murphy is the solicitor who
persuaded Richard and his guest to participate in this tournament.

In the Participation field, select “Player”. If Betsy participates as a team captain, coordinator, or a
volunteer, you would enter that type here.

In the Status field, select “Bill later” because Betsy wants you to send her a bill for his registration fees.

In the Invite? field, select “Invited”. In the accompanying date field, enter the date you sent Betsy an
invitation. When Richard let you know he plans to bring Betsy as a guest, you immediately sent her an
invitation.

In the Response field, select “Accepted” because Betsy sent in her registration form to confirm she would
play in the tournament. In the accompanying date field, enter the date she accepted.

In the Registration field, select “Registered” because you received Betsy’s registration form. In the
accompanying date field, enter the date you received the form.

In the Guest of field, click the binoculars to search for “Richard Frederick Smith,” the registrant bringing
Betsy to the tournament.

After the tournament, open Betsy’s record and mark Participant has attended.

After you add information on the General 1 tab of Betsy’s guest record, click Save and Close on the
toolbar. You return to the Participants tab of the Annual Golf Tournament event record.

Click Save and Close.
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» Add guests to an event from a registrant record

You can add guests from the General tab of a registrant record.

Scenario: Your organization holds its annual golf tournament. Richard Frederick Smith, Sr., a registrant
of the tournament, lets you know he plans to bring a guest, Albert Jackson Lucas. You need to add

Albert as a guest. If you have not added the annual golf tournament event record, see “Add a sporting
event” on page 20. If you have not added Richard as a registrant, see “Add registrants to an event” on

page 125.

Warning: Guests are not required to be constituents in your database. To add a guest as a constituent, select
Add this participant as a constituent from the Participant menu of the participant record.

1. From the Annual Golf Tournament event record, select the Participants tab. For information about how to
open an event record, see “Open an event record” on page 10.

2. From the tree view on the left, select Registrants. Only registrants appear in the grid on the right.

[l Annual Golf Tournament M= E3
File Edit “iew Ewent Favaortez Toolz Help
[f5ave and Close ~ U|§'@'|K i » H|—"| z- |?'|§' ‘
Actions | Attributes | Media | Motes |
w General I Prices I Ezpenses I Jobs ¥ Participants
1 <& x
Bl <-‘:5\||> Mame I Participation | Skatus Regiskration | Attendeﬂ
- Registrants Mark D, Adamson Player Paid Reqistered r
Timathy D, Bilings Player Paid Registered r
Jason D, Campbell Player Paid Reqistered r
Ryan K. Dorrion Plawer Paid Registered -
Susan E, McDonald Player Paid Reqistered r
Orla MoGrann Player Paid Registered -
Thomas C. Moorer Player Paid Reqistered r
David B, Murphee Player Paid Registered r
Richard F. Smith Captain [ ]
|ND. Regiztrants: 120
|No. Farticipants: 120 | Mo. Registered: 120 |No. Attended: 0

Note: You can globally add guests, who are constituents in your database, to an event. For information, see
the Globally Adding Guests to an Event section of the Globally Add Records chapter of the Global Add, Delete,

& Change Guide.



Richard’s registrant record appears.

Richard F. Smith (Registrant)

File Edit Miew Participant Tools Help

5 ave and Close " (=] | S (4

I R i

?-|%-

FRegistrant: |F|icha|d F. Srrith _I

r Registered Events
Summer Series of Fun

v General ITraxe\l BRegistration Feesl F'artigipation' Qomat\ons' Sponzoring P\edges' Attlibgtes#NotEs'

79 Aha Tennis Tournament

Solicitor: IDawdE A urphy
7 Afternoon Tea

i Starlight Concert
W8 Annual Golf Tourna. ..

More Info...

Al Invite?: |Invited | [T
Participation: |Eaptam =l Fesponze: IAc:epled =l |n5fmzznns =l
Status: IF’a\d j Registratior: IF\eg\stered j IDBJ’D1J2DDB @I
Sealing
Seating | Seat: Mot yet assigned Seating Group: I jﬂl
[~ Do not seat this Patticipant Group/seating notes: I
Sponsored hy: |Bott|ing Urlirited 3 I™ Participant has attended

[ Participant is a coordinator

Awards Tags/Cards | v Guests I

| Sporting Event |

4. On the General tab, click Guests. Richard’s Guest screen appears.

Guests for Richard F. Smith (%]
i = X
Marne Prink Mame Tags

Betsy P. Graack

Mo, Tags ko Print

Print Flace Cards | Mo, Cards ko Print

| Total number of guests: 1

| Total number registered: 1

| Total number attended: 0

EVENT MANAGEMENT 13

Select Richard Smith’s registrant record in the grid and click Open on the action bar above the grid.

On the Guests screen, if Richard has invited additional guests, you can view a list of his guests in the grid
The total number of guests, total number registered, and the total number attended display on the
bottom of the screen.

participant is an individual or an organization.

The Raizer's Edge

2)

Thiz participant iz an

" Organization

Ok

Cancel

6. Select Individual.

On the action bar of the Guests screen, click New Guest. A message appears to ask whether the
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7.

Click OK. The New Guest screen appears.

New Guest for Richard F. Smith
File Edit Guest Help

ESaveandElose '|u 'X'| 4 b |?' |

— Biographical
Last name: Im Hliages.. | Use these fields to zet up name tags and place cards for this participant.
. ¥ Print Mame Tags
First name: |Albert
Mame ta print: IAIbert Lucas [V Editable?
Middle name: |Jackson
I Mo. tags to print: |1
Titles: IMr. j I j
: Status: INot Prirted vl
Suffimes: I j I j
¥ Print Place Cards
1D
I Mame ko print: IMr. Albert). Lucas [ Editable?
¥ Create a participant record for this guest Ma. cards ta print: |1
Total guests: |1 [~ Thiz guest has attended Shatus: INot Printed vl
Eegistration: | Registered | (R =|

Warning: Never assume a participant is not in the database. We recommend you click the binoculars in the
Last name field to search the database for the person to avoid duplicate entries. Perhaps a co-worker entered
the constituent name differently, at an earlier time, without your knowledge.

8.

10.
11.

12.

13.

If you clicked the binoculars, searched your database, and are sure the participant is not a constituent in
your database, enter “Lucas” in the Last name field.

In the First name field, enter “Albert”; and in the Middle name field, enter “Jackson”.
In the first Titles field, select “Mr.”

Mark Create a participant record for this guest to create a record of this guest for your event. The Total
guests field defaults to “1” and is disabled. If you do not mark this checkbox, you cannot seat the guest
from the Seating button on the General tab of the event record or the General tab of the participant
record.

Because you received Albert’s registration form, in the Registration field, select “Registered”. In the
accompanying date field, enter the date you received the form.

After the event, open Albert Jackson Lucas’s guest record and mark This guest has attended.

Warning: If you do not mark Print Name Tags and Print Place Cards, the participant cannot be included in the
Name Tags or Place Cards mail tasks in Mail.

14.

15.

Mark Print Name Tags. Select “Albert Lucas” in the Name to print field. Mark Editable? to edit the name
from this screen. Enter “1” in the No. tags to print field and select “Not Printed” in the Status field. For
information about name tags, see “Set up name tags and place cards” on page 149. For information about
name tags, see the Mail Guide.

Mark Print Place Cards. Select “Mr. Albert J. Lucas” in the Name to print field. Mark Editable? to edit the
name from this screen. Enter “1” in the No. cards to print field and enter “Not Printed” in the Status field.
For information about place cards, see “Set up name tags and place cards” on page 149. For information
about place cards, see the Mail Guide.
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16. On the toolbar of the New Guest screen, click Save and Close. You return to Richard’s Guests screen and
Albert Jackson Lucas appears in the Guests grid.

Guests for Richard F. Smith E

i e ~
Name Print Mame Tags | Mo. Tags to Print | Print Place Cards | MNo. Cards ko Print
Betsy P, Graack
Albert J, Lucas ol 1 ol 1
|T-:ta| rurnber of guests: 2 |T-:ta| rurnber registered: 2 | Total number attended: 0

17. On the action bar, click Close. You return to Richard’s registrant record.
18. On the toolbar, click Save and Close. You return to the Annual Golf Tournament event record.

19. Click Save and Close.

» Convert a guest to a registrant
On occasion, you may need to change a guest record to a registrant record. You can quickly do so from the
menu bar of the guest participant record.
1. From an event record, select the Participants tab. For information about how to open an event record,
see “Open an event record” on page 10.

2. From the tree view on the left, select Guests. Only guests appear in the grid on the right.

& Afternoon Tea =
Eile Edit View Event Favorites Tools Help
uSaveandtlose'|H|-j'g' (SN I Nl—"| Z- g|ﬂ|?'|$' |
] General I w  Prices | v  Ezpenzes I w  Jobs I
v Participants | W Achions I W Attibutes I v Media I v Motes
W
= <.-:5«II> MName | Participation | Status | Registration | Attendec
- Registrants Dianne D, Cone Attendee Paid Registered [
- Guests ) )
: Bebe D. Kemp Attendee Paid Registered [l
----- Sponsors
Clarice E. Riddle Attendee Paid Registered [
éGeorge D. Finley Attendee i Registerad ]
K I
|N0. Guests: 4 |E:-cpected Guest attendance: 4
|N0. Participants: 16 |No. Registered: 14 |N0. Aftended: 0 | v

3. Select a guest record in the grid and click Open on the action bar above the grid. The guest record
appears.
4. From the menu bar, select Participant, Convert to Registrant.

5. The guest record becomes a registrant record. You can add information for the registrant. For information
about how to add a registrant record, see “Add registrants to an event” on page 125.
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Sponsors

Note: You can globally add sponsors, who are constituents in your database, to an event. For information, see
the Globally Adding Sponsors to an Event section of the Globally Add Records chapter of the Global Add,

Delete, & Change Guide.

A sponsor can be an individual or organization that sponsors, or represents, a registrant or a group of registrants.
A sponsor may pay all the registration fees and the registrants may participate in the event as a group. Whatever
role your event sponsors take, you add them from the Participants tab of an event record.

Once registrants are linked to a sponsor, you can calculate fees for the sponsor, their registrants, and guests at
one time. For information about how to calculate fees, see “Registration Fees” on page 162.

» Add sponsors to an event

You add sponsors from the Participants tab of an event record.

Scenario: Your organization holds its annual golf tournament. A representative from Dynamic
Engineering calls to let you know the company wants to sponsor participants in the tournament. Add
Dynamic Engineering as a sponsor. If you have not added the annual golf tournament event record,
see “Add a sporting event” on page 20.

1. From the Annual Golf Tournament event record, select the Participants tab. For information about how to
open an event record, see “Open an event record” on page 10.

2. From the tree view on the left, select Sponsors. Only sponsors appear in the grid on the right.

Annual Golf Tournament M= 3
File Edit “iew Ewent Favortes Toolz Help
[T 5ave and Close = U|§'|§'|N 1 » H|—"| z- | ?'|§' ‘
Actions I Aittributes I Media | Motes |
W General | Prices | Expenzes | Jobs v Participants
i el Pt
=l <Al Marne I Participation | Status I Reqgistration | Attende
geglstrants Davenport Creamery  Corporate Sponsor Paid Do not regisker r
- [uests
SroiEas Bottling Unlimited Corporate Sponsor Paid Do not regisker r
All Track International  Corporate Sponsor Paid Do nat register -
BB Learning Center  Corporate Sponsor Paid Do nat register r
KNI i
|No. Spohzors: 120

| Mo. Participants: 120

| Mo. Registered: 120

| Mo, Attended: 0

Warning: Sponsors are not required to be constituents in your database, but if you want to add a sponsor as a
constituent, select Add this participant as a constituent from the Participant menu of the participant record.
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3. On the action bar above the tree view, click New Sponsor. A message appears to ask whether the
participant is an individual or an organization.

The Raiser's Edge |
@ Thiz participant iz an
 Individual
& Dmangahon

Qk. Cancel

4. Mark Organization.
5. Click OK. The Participant Biographical Information screen appears.

Participant Biographical Information

File Edit Miew Parkicipant Help
[ 5ave and Clos= | u|| ? - ‘

— Biographical — Preferred Addre
Org Marne: ID_l,Inamic Engineering ﬂl Aliazesz | Country: IUnited States j Mare... |
First narne: I Address ines: | 2241 Penry Hill Road

Middle rarns: I )
City: I.J ohn's |zland

Titles: | ﬂ I ﬂ State: |sc vI South Carolina
) I

Suffises: | ZIP: |29455 @ DPE:l

ID: [152

Phones/EmailiLinks
DNC| Tvpe I Mumber/Email Address
Business 5§43-555-4356

| Press F8 for Addressfcoelerator |

6. Inthe Org name field, click the binoculars. The Open screen for constituents appears so you can search
your database for Dynamic Engineering to add as a sponsor. When found and selected, “Dynamic
Engineering” appears automatically in the Org name field on the Participant Biographical Information
screen. For more information about the Open screen, see the Program Basics Guide.

Note: When you change a participant address and save your changes, if the address is linked to other records,
a message appears to inform you the address is shared and will also update on all the other records. To help
you determine whether to change the address, you can view a list of records that share the address. Click

Show Shared Addresses.

7. Dynamic Engineering’s address appears automatically in the Name fields because it defaults from the
constituent record. To edit this address, click More to access the Address screen where you can do this.
For information about how to add an address, see the Program Basics Guide or the Constituent Data Entry
Guide.

8. Dynamic Engineering’s phone information appears automatically in the Phones/Email/Links grid because
it defaults from the constituent record. If the business phone is already in the grid, you can add other
types of phone numbers, fax numbers or email addresses. In the next empty row of the
Phones/Email/Links grid, select a Type and enter the Number/Email Address.
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9.

Note:
10.

11.
12.

13.

14.

15.

16.

17.
18.

19.

On the toolbar, click Save and Close. The sponsor record appears.

Dynamic Engineering {(Sponsor) [x]
File Edit Yiew Participant Tools Help

[ 5ave and Close " = | S [4-

Registrant: IDynam\c Engineering _I

IR RN SR |

- Registered Events v General ITraxe\l BRegistration Faesl F'artigipation' Domat\ons' Sponsaring P\edges' Attlibgtes#Notas'

Summer Series of Fun

9 Ala Tennis Tournament Solicitar: IDaV‘d B. Murphy ﬂ Irwite?: Ilnvlted j IUE/‘] 542006
’g[:{l’;fg::m Patcipatior: [Cormorate Spansar = Resporse: [Aocented =] |06/01/2008 (]
W8 Annual Golf Tourna | Status: IF’a\d j Fegistration: IDﬂ ot register jl EI
Seating
Seating | Seat Mot pet assigned Seating Group: I j!l
[¥ Do not seat this Participant Graup/seating notes: I

[~ Participant has attended
[ Participant is a coordinator

Contact; |Savage, Raymond d

Sponsoship List ¥ Mo nfo... Luwards | Tags/Cards I

| |Spulling Event |

Seating setup for a participant is discussed in “Set Up Seating on the Participant Record” on page 151.

In the Solicitor field, click the binoculars to search for “David Murphy”. David is the solicitor who
persuaded Dynamic Engineering to be a corporate sponsor of this tournament.

In the Participation field, select “Corporate Sponsor”.

In the Status field, select “Paid”. Dynamic Engineering sent a check to you for all the participants they
sponsor.

In the Invite? field, select “Invited”. In the accompanying date field, enter the date you sent Dynamic
Engineering an invitation.

In the Response field, select “Accepted”. A representative from Dynamic Engineering phoned to inform
you they would like to sponsor participants in the tournament. In the accompanying date field, enter the
date they accepted.

In the Registration field, select “Do not register”. Each participant registers individually. You do not have
to enter a date in the accompanying field.

In the Contact field, select “Raymond Savage”. The Contact field appears only if a participant is an
organization. Contacts must appear on Dynamic Engineering’s Relationships tab and must be designated
as a contact for the organization on the relationship record. For information about relationships, see the
Constituent Data Entry Guide.

After the tournament, open the sponsor record and mark Participant has attended.

After you add information about the General 1 tab of the sponsor record, click Save and Close on the
toolbar. You return to the Participants tab of the Annual Golf Tournament event record.

Click Save and Close.
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More Sporting Information

When you plan a sporting event, to track detailed sporting information for each participant, you can click More
Info on the General tab of the registrant, guest, or sponsor record. This is information you assign to a participant
and information you gather personally from a participant. Perhaps, you gather additional sporting information
from your registration forms. From the More Info button, you can track information such as the number you
assign to a participant; the gender, age, height, and weight; the ability rating, which is a handicap if your event is
a golf tournament; the start time and place; and the event location. You can also track team information such as
the division, team name, and position.

» Add sporting information for a sporting event participant

You can add sporting information from the More Info button on the General tab of the registrant, guest, or
sponsor record of a sporting event.

Scenario: Your organization holds its annual golf tournament. Richard Frederick Smith, Sr. registered
for the tournament, and you added a registrant record for Richard. Add additional sporting
information on Richard’s registrant record. If you have not added the annual golf tournament event
record, see “Add a sporting event” on page 20. If you have not added Richard as a registrant, see “Add
registrants to an event” on page 125.

1. From the Annual Golf Tournament event record, select the Participants tab. For information about how to
open an event record, see “Open an event record” on page 10.

2. From the tree view on the left, select Registrants. Only registrants appear in the grid on the right.

Annual Golf Tournament [ ]
File Edit “iew Ewent Favortes Toolz Help
[T 5ave and Close = U|§'|§'|N 1 » H|—"| z- ||?'|§' ‘
Actions I Aittributes I Media | Motes |
W General | Prices | Expenzes | Jobs v Participants
i el Pt
=l <Al Marne I Participatian | Status I Reqgistration | attend: ~ |
geglstrants Mark D, Adamsan Plaver Paid Reqistered r
----- uests ) " ) )
_____ Spansors Timathy D, Bilings Player Paid Reqistered r
Jason . Camphell Player Paid Reqisterad -
Rean K. Dorrion Player Paid Reqistered r
Susan E. McDonald Plawer Paid Registered -
Crla McGrann Player Paid Reqistered r
Thomas C. Moorer Player Paid Registered -
David B, Murphey Player Paid Reqistered r
EF!.in:h-ar'-:I F. Smith Captain Reqistered ]
|No. Fiegistrants: 120
Mo. Participants: 120 | Mo. Registered: 120 Mo. Attended: 0
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Select Richard Smith’s registrant record in the grid and click Open on the action bar above the grid.
Richard’s registrant record appears.

Richard F. Smith (Registrant)
File Edit Miew Participant Tools Help

5 ave and Close " (=] | S (4

[x]
?-|%- |

I R i

FRegistrant: |F|icha|d F. Srrith _I

— Registered Events ——————

v General ITraxe\l BRegistration Feesl F'artigipation' Qomat\ons' Sponzoring P\edges' Attlibgtes#NotEs'
Summer Series of Fun

T Alta Tormie Toumamant Salickar: [David B. burhy & Invite?: |Invited ~||osnsre0ms =]
s [ S e Ty
% :nnual Goli Touna | Status: [Paid | Registratior: [Registered | [0/01/2006 [
Sealing
Seating | Seat: Mot yet assigned Seating Group: I jﬂl
[~ Do not seat this Patticipant Group/seating notes: I

Sponsored by: [Botting Unlivited & [™ Participant has attended

[ Participant is a coordinator

Moare Infa... Awards Tags/Cards | v Guests I

| Sporting Event |

4. Select the General tab.

Note: If the participant is a constituent in your database, the Gender and Age appear automatically on the
Sport Information screen. They default from the constituent record.

5. Click More Info. The Sport Information screen appears.

Sport Information for Richard F. Smith

Azgighed number; |1 ]

Gender: IMaIe j Age: |25

Height M eight: IE' I'l an

Ability rating: |1 i

Start time/place: IB:I:ID A IFist tee

Location: IFairfield Courntry Club =]
Team Information

Divigiar: |Fir$t

Tean: |2

Lef Led Lo

Position: |Eaptain

OF. I Cancel |

In the Assigned number field, enter “15”.

In the Gender field, select “Male”.

In the Age field, enter “25”.

In the Height field, enter “6’ ” and in the Weight field, enter “180".
10. In the Ability rating field, enter “10”.

11. In the Start time field, enter “8:00 AM” and in the Place field, enter “First tee”.

N
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12. Inthe Location field, enter “Fairfield Country Club”. You may possibly have more than one location for a
sporting event. If this is the case, you can select from a list you create.

13. In the Team Information frame, enter “First” in the Division field, “2” in the Team field, and “Captain” in
the Position field. For a sporting event, you will most likely have more than one Division, Team, and
Position. If this is the case, you can select from a list you create.

14. Click OK. You return to the General tab of Richard’s registrant record.

15. To save and close the registrant record, click Save and Close on the toolbar. You return to the Annual Golf
Tournament event record.

16. Click Save and Close.

Sponsorship Lists

A sponsorship list is a list of registrants sponsored by an individual or organization.

» View sponsorship lists

You can view a list of registrants sponsored by an individual or organization on the General tab of the sponsor

record.

1. From an event record, select the Participants tab. For information about how to open an event record,

see “Open an event record” on page 10.

2. From the tree view on the left, select Sponsors. Only sponsors appear in the grid on the right. If you have

not added any sponsors, see “Add sponsors to an event” on page 138.

Annual Golf Tournament _ (] x|

File Edit “iew Ewent Favortes Toolz Help

[f\5ave and Cloze ~ u|§'@*|u 1 » H|—"’| z- |?Y|&Y ‘
Actions I Aittributes I Media | Motes |
W General I Prices I Ezpenses I Jobs v Participantz
& Ty =
1 <Al Status Registration | Attende
- Registrants . :
- Guests " " " * "
ET— Dawvenport Creamery  Corporate Sponsor Paid Do not reqgisker r
Bottling Unlimited Corporate Sponsor Paid Do nok register r
all Track International  Corporate Sponsor  Paid Da ot regisker r
ABC Learning Center  Corporate Sponsor Paid Do nok regisker r
KN i
|No. Spohzors: 120
0. Participants: 0. Reqistered: 0. Attended:
Ma. Partici 120 Ma. Regi d: 120 Ma. Attended: 0

3.

the grid. The participant (sponsor) record appears.

In the grid, select the sponsor for whom to view a sponsorship list and click Open on the action bar above
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4. Select the General tab.

Dynamic Engineering {(Sponsor) [x]
File Edit Yiew Participant Tools Help

[ 5ave and Close " = | S [4-

Registrant: IDynam\c Engineering _I

W4 b o

?-|%- |

r Registered Events

v General ITraxe\l Registration Faesl F'artigipation' Domat\ons' Sponzoring P\edges' Attlibgtes#Notas'
Summer Series of Fun

9 Ala Tennis Tournament Solicitar: IDaV‘d B. Murphy ﬂ Irwite?: Ilnvlted j IUE/‘] 542006
’g[:{l’;fg::m Patcipatior: [Cormorate Spansar = Resporse: [Aocented =] |06/01/2008 (]
¥4 Annual Golf Touna_| Status: IF’a\d j Fegistration: IDﬂ ot register jl EI
Seating
Seating | Seat Mot pet assigned Seating Group: I j!l
[¥ Do not seat this Participant Graup/seating notes: I

[~ Participant has attended
[ Participant is a coordinator

Contact; |Savage, Raymond d

#  Sponsoship List ¥ Mo nfo... Luwards | Tags/Cards I

| |Spulling Event |

Note: On the Participants Sponsored by screen, to search for a name in the list, click Find. To print the
Sponsorship list, click Print. If you click Legend, you can select colors for the different types of participants,
decide whether the participant type should appear bold or in italics, and you have the option to add a suffix to
a participant type. For information about legends, see the Program Basics Guide.

5. Click Sponsorship List. The Participants Sponsored by screen appears.

Participants Sponsored by Dynamic Engineering

Betsy Pringle
Catherine ¥ aughn
Dana Moarer
David Owens
Denize Kadilak
Ellyr Hagzell

1= | egend |
*y Eepand 2l |

;

Cloze

[ Include guests of participants listed

To view any guests of the registrants listed on the Sponsored by screen, mark Include guests of
participants listed and click Expand All. The guests appear under the appropriate registrants.

6. On the Participants Sponsored by screen, click Close. You return to the General tab of the participant
(sponsor) record.

7. On the toolbar, click Save and Close. You return to the event record.
Click Save and Close.
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Dinner Preferences

Note: From Reports, you can run a Dinner Preferences Report that shows your participants’ dinner
preferences, quantity, and comments. For information, see the Reports Guide.

When you set up a dinner event, to plan your menu entrees and add the menu items, select Event, Menu from
the toolbar of the event record. For information about adding menu items, see “Dinner Menu Items” on
page 102.

From each participant (registrant, guest, or sponsor) record, you can select the participant’s dinner preferences
from the menu items you set up previously. You can gather the participant dinner preference information by
talking personally to each participant, or you can give each participant a selection of choices on the registration
form.

» Designate participant dinner preferences

To designate a participant’s dinner preferences, click More Info on the General tab of the registrant, guest, or
sponsor record of a dinner event.

1. From a dinner event record, select the Participants tab. For information about how to open an event
record, see “Open an event record” on page 10.

2. From the tree view on the left, select Registrants, Guests, or Sponsors. The type of participant you select
determines what appears in the grid on the right.

B8 Yolunteer Dinner == E3
File Edit “iew Ewent Favortes Toolz Help
[f\5ave and Cloze ~ u|§'@*|u 4 » H|—"’| z- |?Y|&Y ‘
v General | Prices | W Ezpenses I Jobs
v Participants | v Achions | v Attibutes | tedia I w  Motes
i Ty =
=1 <Al Hame | Participation I Status I Registration I Attendeﬂ
- Registrants Bloomie's vendor Will bill us Do nok register r
Beachside Catering  Wendor will Bill us Do niat register r
Gold's Engraving vendor Will bill us Do nok register r
r1 k D1, Adamsan 4l Complimentary Registel ]
Kathleen R, Bently  Attendee Complimentary Registered r
Josie Cabana Attendee Complimentary Registered r
Angela Diresta Speaker Complimentary Mot registered r
Joseph P, Diresta Attendee Complimentary Registered r
Henry DuBoise Speaker Complimentary Mot registered M =
KN _'IJ

| Mo. Participants: 17

|No. Participants: 17 | Mo. Registered: 4 |No. Attended: 0

3. Inthe grid, select the registrant, guest, or sponsor for whom you want to designate dinner preferences
and click Open on the action bar above the grid. The participant record appears.
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4. Select the General tab.

Mark D. Adamson (Registrant) [x]

File Edit Yiew Participant Tools Help

[P5ave and Close - | | | G- (24~ 2 -|ni-

W4 oMo

Registrant: IM ark D Adamson _I

r Registered Events
“Yolunteer Appreciation

v General ITraxe\l Registration Faesl W Part\gipatioml Donaliunsl w Atlribgtastotesl

Responze: |Accepled

Registration: I Registered

| (EEE
| [1ons/2008 =)
x| [1ons200 =)

Irwite?: Ilnvlted

Solicitor: |AnneC Sinclair ﬂ
=D Walunteer Luncheon Participatior: ISpaaker j
Status: ICompIimantary j
Seating
Seating | Seat: Mot pet assigned

[~ Donot seat this Partizipant

Seating Group: IAdamsnn Party - E f

Graup/seating notes: IMalk is bringing three guests: Alex And

Sponsored by: I QI

Awards

[~ Participant has attended
[ Participant is a coordinator

¥ Tags/Cads | v Guests I

| Dinner |

Note: If an entry does not exist in a drop-down list in a field where you must make a selection, you can always
type your entry in the field if you have security rights established. A message appears to ask whether to add
the entry to that table. Select Yes. Even though you can add a table entry from a field with a drop-down list, for
data entry consistency, we recommend you establish your table entries from the Tables link of Configuration.
For information about how to set up tables, see the Configuration & Security Guide.

5. Click More Info. The Dinner Preferences screen appears.

Dinner Preferences for Mark D. Adamson

Uze the grd to specity dinner preferences for this participant.

]|

Dinner Preference | Quantiky I

Comments

Pasta Primavera 1 Yegetarian

Cancel

o]

© 0 N o

In the Dinner Preference column, select the participant’s dinner preference.

In the Quantity column, enter the number of dinners the participant requested.

In the Comments column, enter any comments concerning the participant’s menu request.
Click OK. You return to the General 1 tab of the participant record.

10. On the toolbar, click Save and Close. You return to the event record.

11. Click Save and Close.
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When you plan an event, to set up the awards to present at the event, select Event, Awards from the toolbar of
the event record. For information about how to set up event awards, see “Event Awards” on page 103.

From each participant (registrant, guest, or sponsor) record, you can select the award(s) previously set up for the
event to be given to that participant. You select these awards from the Awards button on the General tab.

» Designate awards given to a participant

To track the awards given to a participant, click Awards on the General tab of the registrant, guest, or sponsor

record of any event.

1. From an event record, select the Participants tab. For information about how to open an event record,
see “Open an event record” on page 10.

2. From the tree view on the left, select Registrants, Guests, or Sponsors. The type of participant you select
determines what appears in the grid on the right.

Annual Golf Tournament _ (] x|
File Edit “iew Ewent Favortes Toolz Help
[f\5ave and Cloze ~ u|§'@*|u 1 » H|—"’| z- |?Y|&Y ‘
Actions I Aittributes I Media | Motes |
W General I Prices I Ezpenses I Jobs v Participantz
& T =
1 <Al Hame I Participation | Status I Registration | Attende = |
’ geglstrants Mark D, Adamson Player Paid Registered r
- Guests _ o _ _
. Sponsors Timathy D, Bilings Player Paid Registered r
Jason D, Camphbell Player Paid Registered r
Reyean K. Dorrion Player Paid Registered r
Susan E, McDonald Player Paid Registered r
Cla Meirann Player Paid Registered r
Thomas C. Moorer Player Paid Registered r
David B. Murphy Player Paid Registered r
Richard F. Srith Captain Registered [ ]

| Mo, Registrants: 120

| Mo, Participants: 120

| Mo. Registered: 120

| Ma. Attended: 0

3. Inthe grid, select the registrant, guest, or sponsor for whom to designate awards and click Open on the
action bar above the grid. The participant record appears
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4. Select the General tab.

Richard F. Smith (Registrant) [x]
File Edit Yiew Participant Tools Help

[ 5ave and Close " = | S [4-

Registrant: IHi:hald F. Smith _I

W4 ono-

?-|%- |

- Registered Events v General ITraxe\l BRegistration Faesl F'artigipation' Domat\ons' Sponsaring P\edges' Attlibgtes#Notas'

Summer Series of Fun

[ Alta Tennis Tournament Solizitor: IDaV‘d B. Murphy ﬂ Irwite?: Ilnvlted j IUE/‘] 5/2006
7] Afternaon Tea
5 Starlight Conoert Participatian: |Captain =l Response: [fccepted | [06/01/2006 ]
Rg:onus! Golf Tourna Status: [Paid =] Registration: [Registered =] [06/01/2006 (=]
Seating
Seating | Seat: Mot pet assigned Seating Group: I =i
[~ Do not seat this Participant Graup/seating notes: I
Sponsored by: [Botting Unlimited & [ Participant has attended

[¥ Participant is a coordinator

ore Info... Awards Tags/Cards | v Guests I

| |Spulling Event |

Note: To add a new award in the Award column, type the award rather than select it from the drop-down list.
If you opt to add a new award on the Award presented to screen, the award also appears on the Awards screen
that appears when you select Event, Awards on the toolbar of the event record itself. You use this screen when
you originally set up your awards. For information about how to set up awards for an event, see “Set up
awards for an event” on page 103.

5. Click Awards. The Awards presented to screen appears.

Awards presented to Richard F. Smith

Enter the awards prezented to thiz participant at thiz event.

Award I Presented By I Comments |
$100 qift certificake  Lamar Smith, President |Sparting Shoppe

Ok I Cancel

6. Inthe Award column, select the award presented to the participant.

In the Presented By column, enter the person handing out the award.

Enter any Comments about the award such as who donated the prizes or what position wins what
prize — first, second, third, or runner up.

9. Click OK. You return to General 1 tab of the participant record.
10. On the toolbar, click Save and Close. You return to the event record.
11. Click Save and Close.
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Note: After you set up your name tags and place cards, to print them at any time, select File, Print from the
menu bar of the registrant, guest, or sponsor record and select Name Tags or Place Cards.

After you add registrants, guests, and sponsors to an event, you can set up name tags and place cards for each
participant from the registrant, guest, or sponsor record. To print these tags at any time, select File, Print from
the menu bar of the registrant, guest, or sponsor record and select Name Tags or Place Cards.

»

Set up name tags and place cards

You set up tags and cards for each participant from the General tab of the registrant, guest, or sponsor record.

Scenario: Your organization holds its annual golf tournament. Richard Frederick Smith, Sr. sent his
registration form, and you added Richard as a registrant of the event. Now, set up a name tag for him

to wear at the tournament and a place card for his seat at the party afte

r the tournament. If you have

not added the annual golf tournament event record, see “Add a sporting event” on page 20. If you
have not added Richard as a registrant, see “Add registrants to an event” on page 125.

1. From the Annual Golf Tournament event record, select the Participants tab. For information about how to

open an event record, see “Open an event record” on page 10.

2. From the tree view on the left, select Registrants. Only registrants appear in the grid on the right.

Annual Golf Tournament _ (] x|
File Edit “iew Ewent Favortes Toolz Help
[f\5ave and Cloze ~ u|§'@*|u 1 » H|—"’| z- |?Y|&Y ‘
Actions I Aittributes I Media | Motes |
W General I Prices I Ezpenses I Jobs v Participantz
i . Pt
= <Al Hame I Participation | Status I Registration | Attende = |
: geglstrants Mark D, Adamson Player Paid Registered r
- Guests . - . .
. Sponsors Timathy D, Bilings Player Paid Registered r
Jason D, Camphbell Player Paid Registered r
Reyean K. Dorrion Player Paid Registered r
Susan E, McDonald Player Paid Registered r
Cla Meirann Player Paid Registered r
Thomas C. Moorer Player Paid Registered r
David B. Murphy Player Paid Registered r
| rd F, Smith Captain Reqistered ]
|No. Fiegistrants: 120

|No. Farticipants: 120 | Mo. Registered: 120 |No. Attended: 0

3. Select Richard Smith/s registrant record in the grid and click Open on the action bar above the grid.

Richard’s registrant record appears.
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4. Select the General tab.

Richard F. Smith (Registrant)
File Edit Yiew Participant Tools Help

[ 5ave and Close " = | S [4-

IR RN SR

Registrant: IHi:hald F. Smith _I

r Registered Events
Summer Series of Fun

v General ITraxe\l Registration Faesl F'artigipation' Domat\ons' Sponzoring P\edges' Attlibgtes#Notas'

| |os5 2008

| Joe/m 2006 =

Registration: I Registered

x| Jos/m 2008 =)

]

[~ Participant has attended
[¥ Participant is a coordinator

9 Ala Tennis Tournament Solicitar: IDaV‘d B. Murphy ﬂ Irwite?: Ilnvlted
7] Afternaon Tea
7 Starlight Concert Participation: |Eapla\n j Response: |Accepled
& Annual Golf Tourna. . Status: IPa\d j

Seating

Seating | Seat Mot pet assigned Seating Group: I
[~ Do not seat this Participant Graup/seating notes: I
Sponsored by: [Botting Unlimited &
More Info... Awards

| v Guests I

| Sporting Event |

5. Click Tags/Cards. The Name Tags/Place Cards screen appears.

Mame Tags/Place Cards for Bichard F. Smith

[Jze theze fields to zetup name tagz and place cards for this parhicipant.

Note: If a participant is a constituent in your database, not only can you enter a name in the Name to print
field, you can also choose from a list in the Name to print field. This list includes the addressees and salutations
set up on the Addresses/Salutations tab of the constituent record and all the ones defined in Configuration. For
information about the Addressees/Salutations tab, see the Constituent Data Entry Guide. For information
about how to define addressees and salutations, see the Configuration & Security Guide.

]|

[+ Fiint Name Tags

Mo, cards to print: |1
Status: INDt Frinted "l

0k I Cancel

M ame ta prirk; IHichard [v Editable?
Mo. tags to print: |1—
Statuz: Im
¥ Print Place Cards
Mame ta print; IMr. Riichard F. Srmith ¥ Editable?

6. To ensure a name tag is printed and to enable the name tag fields, mark Print Name Tags.
If you do not mark this checkbox, you cannot include the participant in the Name Tags mail task in Mail.
For information about how to print name tags, see the Mail Guide.

7. In the Name to print field, select “Richard”. Mark Editable? so you can edit the name from this screen.
In the No. tags to print field, enter “1”.

9.

In the Status field, select “Not Printed”. You have not yet printed name tags for the golf tournament.
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10. To ensure a place card is printed and to enable the accompanying fields, mark Print Place Cards.

Note: When you print your name tags and place cards, the program can update the Status field to “Printed”.
For information about how to automatically update the Status field, see the Mail Guide.

If you do not mark this checkbox, you cannot include the participant in the Place Cards mail task in Mail.
For information about how to print place cards, see the Mail Guide.

11. In the Name to print field, select “Mr. Richard F. Smith”. Mark Editable? so you can edit the name from
this screen.

12. In the No. cards to print field, enter “1”.

13. In the Status field, select “Not Printed”. You have not yet printed place cards for the golf tournament.
14. Click OK. You return to Richard’s registrant record.

15. On the toolbar, click Save and Close. You return to the Annual Golf Tournament event record.

16. Click Save and Close.

Set Up Seating on the Participant Record

Note: To set up seating arrangements from a participant record, you can also select Participant, Seating for
this event from the menu bar.

On the General tab of a participant record, if you have not set up your seating arrangements from the General tab
of the event record, you can click Seating to access the Seating Setup Wizard to do so. Af