THE EVENT MANAGER EXPERIENCE

e Loginas Event Manager

e Event Manager View of Website

e Access the Event Management Center
e Access Website Editing Tools

Log in as Event Manager

DONATE

1. Visit your event website -
LEARN ABOUT RELAY GET INVOLVED FUNDRAISING CONNECT @ SIGN IN
~ ] .
a. Existing Staff/Volunteers: Your log in E - ' 14
information will be the same as it was in prior / D Piﬁ

years. Note: It will be the same for all events
you manage

b. New Staff/Volunteers: See Appendix A for
EMC access instructions.

2. Click on the Sign In link in the upper right-hand
corner.
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Event Manager View of Website

1. When logged in as an Event Manager, your view of the website will update to show the editable portions of your
website

MY ACCOUNT b

DONATE

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING CONNECT (&) SIGN OUT

MY DASHBOARD MY EVENT MY TEAM
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If you have any questions, please open an event support case
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Access the Event Management Center
MY ACCOUNT p

1. Click the Event Manager link on the top right side of the page.
CMY EVENT MANAGER P)

2. The Event Manager Center (EMC) will appear. The EMC is divided into four sections. Upcoming chapters will dive
into the sections.

Event Center Relay For Life of Hope City
o Welcome to Your Event Management Center
’ v':m Event Status
Accepting Registrations and Gifts
(operties
o A B Event Emails g% Customer Service @ Reports
e v
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information

© Reports to view and run reports about the particpant fundraising activity
© Related Actions (Iisted to the left)to work with event information or Test Drive the configuration with simulated participant

and donor information

Note: For assistance with these tasks, click the Help ink above the top navigation bar.

3. Onthe left side are Related Actions associated within the particular tab you are working in.
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Event Center Relay For Life of Hope City
Related Actions.
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e Event Status
B | Edit Event Options
1 you have appropny
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Edit Affiliate Events

Access the Website Editing Tools

1. Click the Edit pencil to open your pages for editing.

2. See Chapter 3 and Chapter 4 for complete steps for editing your web site content.

If you have any questions, please open an event support case




