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CREATE AND MANAGE EVENTS

OVERVIEW

OBJECTIVES

You can use your system to help plan and manage events.
A set of meetings comprises one overall event and each
meeting can have resources and staff assigned to it. For
example, you could create an event called Campus Visit
Day. Your template might include meetings such as a
welcome reception, a general session, several workshops,
and a tour of the campus. You can identify the required
resources for each meeting (tables, chairs, brochures,
banners, and so on), and assign and schedule the
responsible staff.

Campus Visit Day, for example, is a recurring event, and
each of the meetings might need the same resources and
staff each time. You can create a Campus Visit Day event
template to make it easier to regularly plan and manage this
event. You can also use the template to plan similar events.

The person managing events needs security access to
events and the areas with which events are associated.

After completing this section, you will be able to:
1. Create an event
2. Create an event meeting template

3. View a meeting summary
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CREATE AND MANAGE EVENTS BUSINESS PROCESS FLOwW

This business process helps to plan and manage events as needed throughout the year.

Navigate: Build
. Create an Event Community, Events, Find An Existing Search Event
Begin Template Yes Set Up, Events Value d Types
Template
. A 4
Add Meetings to Add Events
Events Enter Data Navigate: Enter Data
Navigate : Build e on Build a on
Community, Save Data 14 Component / Community, Save Data 1« Component
Events, Use, Page Events, Use, Page
Meetings Events
v Navigation to Link:
Enter data Er?r%\lllfrioeat Select Event Do-you need.to
on Open Link the Created o Meeting No./ Send out event
h > Save Data Recruit . No
Meetings Event to Prospect Prospective Update Attendee reminders o
Detail Page Studer’:ts Use Status 3
Prospect Data Y
Yes
Open
ApplicationSchool/ )
» Recuiting Panel Print and Send out Terminate
and Click Events Reminders/
Icon ThankYou etc.
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WALKTHROUGH — CREATE AN EVENT

Before creating events, the types of events, staff, and resources must be defined. You
might also find it helpful to set up general event templates from which to copy when
creating specific events.

Internal departments and organization departments and contacts must be set up before
designating event managers, sponsors, and contacts. Facilities must also be set up
before you can designate event locations.

1. Navigation: Home > Build Community > Events > Use > Events

2. The Events, Find an Existing Value page is displayed.

Events

Find an Existing Value

Event 1D I Q
Event Type: I Ql
Academic Institution:l Q)

Description: |

[T Case Sensitive
| Search | | Clear | Basic Search

Add a Mew Walue

3. Find an Existing Value.

a. Enter an existing ID or click .

b. A list of values that meet your search criteria will be displayed.
c. Click on the ID that you wish to process.

4. OR click Adda MewWalue

5. The Events, Add a New Value page is displayed.

Events

Add a New Value
E\rentID:IDDDDDDDD[

Add

Find an Existing walue

6. Click LAdd_].
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EVENT
1. The Event page is displayed.

{ Event Y Event Template

Event ID: 000000000
*Description: |

Short Description: I

*Event Type: IMTG ﬂ Meeting

*Academic Institution: | Y
Event Manager: I ﬂ

Primary Meeting:
Location:
Comment: d
B save) Ebadd | | UpdaterDisplay

2. Event ID: When you create a new event, the event ID is all zeros until
you save the page. After you save the page, the system assigns the next
available event ID.

3. Description: Enter the description of the event (up to 30 characters are
allowed).

4. Short Description: Enter the short description of the event (up to 10
characters are allowed).

5. Event Type: MTG is the default event type. To change the event type,
select the type from the lookup table.

6. Academic Institution: The academic institution responsible for this
event.

7. Event Manager: The individual at your institution who is managing this
event.

8. Primary Meeting: After you identify a primary meeting for this event on
the Event Template page and save that page, the system displays the
number of that meeting here.

9. Location: The system displays the location for the meeting in the
Location field.

10.Comment: Comments to further identify or describe this event.
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11.Click SAVE to commit your changes to the database or go to the Event
Template page.

DELETE AN EVENT
1. Click to delete this event from your database.
2. Click SAVE to commit your changes to the database.
EVENT TEMPLATE

1. Click the Event Template tab.
2. The Event Template page is displayed.

j Ewent " EventTemplate \_
Event ID: gooooooon
Copy From Template wiew Al First [0 1061 B Last
Event Type: MTG Mig Type: CUDY' Copy All |
wiew sl First [0 1011 [ Last
*Event Mty  *Description Short Desc  *Campus Meeting Type [+1=]
I | [ ™ Primary Mty
To Resources Wi All First (4 1.0t 1 [M] Last
*Rsrce Mbr  Quantity *Resource Code El
1 r«
Description: |
view Al First (4 1081 (] Last
*Staff Nbr 1D Name EI
[ | Q|
Staff Code: I ﬂ Task Description: | Hours Required: I
B save [ 2dd ) | E] UpdatesDisplay

Event | Event Template

CoPY FROM TEMPLATE

1. If meetings, resources, and staff templates exist for the selected event
type (from the meeting Template page, Meeting Resource Templates
page, and Meeting Staff Template page), the system displays that data

here. You can click either 2P| or _“®P¥Al |9 copy the information from
those templates to this event. If no template exists, no data appears here,
and you must add the meetings and assign the resources and staff for this
event.

2. Click ﬂl This will copy all the relevant information about the event type
that has been selected with its resources and staff. You can manually
change any of the copied information.
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3. Click MI to copy all the meetings with their resources and staff.
You can manually change any of the copied information. The Copy All
button is especially helpful if, for example, you have the same event each
year. Instead of entering the information each time, you can click this
button to copy all information from the template, and update the
information for the current year's event.

To MEETINGS

To Meetings Wiew All First (] 1otz I Last
*Event Mty *Description ShortDesc  *Campus Meeting Type [+][=]

|1 |Inf0rmati0n Session |Inf|:| |Meeting j ™ Primary Mty

1. Event Meeting: Enter the meeting number.

2. Campus Meeting Type: Select the meeting type from the drop list.
Options to select from are: Class Examination, Course, Discussion, Fair,
Information Session, Interview, Meeting, Reception, Seminar, Tour, or
Workshop.

3. Primary Meeting: When selected, indicates that this is the primary
meeting for this event.

4. Select *]to add additional meetings.
5. Select =1 to remove meetings.
TO RESOURCES

wiewAl  First [ 1or4 O Last

*Rsrce Nbr - Quantity  *Resource Code EI

[ [50 [crars|@)  chairs

Description: [Fifty chairs {theatre style)

1. Resource Number: Enter the resource number.
2. Quantity: Add the quantity that you need for this meeting.

3. Resource Code: Enter the resource code or select the code from the
lookup table.

4. Description: Add a brief description if desired.
5. Select *]to add additional resources.

6. Select E| to remove resources.
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To STAFF

iew sl First (W 10r3 D Last
*Staff Nbr 1D Name EI
[ [10001 Ql |
Staff Code: ISF‘EAKF{ Q) speaker Task Description: |Genera| Overview Hours Required: IS.DD

Staff Number: Enter the staff number.

ID: Enter the ID of the individual responsible for this task or select the ID
from the lookup table.

Name: The name of the individual responsible for this task will be
populated when the ID is selected.

Staff Code: Enter the staff code or select the code from the lookup table.

5. Task Description: Enter a brief description if desired.

6. Hours Required: The number of hours that the assigned individual is

7.
8.
9.

required to perform or participate in this task.
Select *1to add additional staff.
Select =1 to remove staft.

Click SAVE to commit your changes to the database.

WALKTHROUGH — CREATE AN EVENT MEETING TEMPLATE

1.

2.

Navigation: Home > Build Community > Events > Set Up > Event
Template

Event Template

Find an Existing Value

Event Type: I

Descriptinn:l

[T Casze Sensitive
| Search | | Clear | Basic Search

Find an Existing Value

a. Enter the values by which you would like to search. Event Type or
Description.
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b. Click . A list of values that meet your search criteria will be
displayed.

c. Click on the event you wish to update.

MEETING TEMPLATE

1.

The Meeting Template page is displayed.

]( Meeting Template '} Meefing Resource Template 4 Meeting Staff Template |

Event Type: CAMP Campus Yisit Day

Event Meetings Wiey All First (4] 1.5 ore [P] Last

*Event Mty *Description Short Desc *Campus Meeting Tyvpe
|1 |We|c0me Registration |We|c0me Fe |Recepti0n j El
|2 |We|c0me General Session |Gen Sessio |Inf0 Sess j El
|3 |Campus Taur |Campus Tou |T0ur j El
|4 |Academic Appointments |Acad Appts |Meeting j El
[5 [Thankvou [Thankvou [info Sess =] F=]
IE |Sucia| Gathering |Socia|Gath |Recepti0n j El

ﬁ Save lClReturn to Sealch) +E Nextin List)

Meeting Template | Meeting Resource Template | Meeting Staff Template

EVENT MEETINGS

1.

Event Meeting: The system enters the next sequential number for each
meeting that you add. You can override the number to reorder the list of
meetings. When you return to the page, the meetings will be in the
specified order.

Description: Enter the description of the meeting (up to 30 characters
are allowed).

Short Description: Enter the short description of the meeting (up to 10
characters are allowed).

Campus Meeting Type: Select the meeting type from the drop list that
best describes this meeting. The selections include: Class Examination,
Course, Discussion, Fair, Information Session, Interview, Meeting,
Reception, Seminar, Tour, or Workshop.

Select *]to add additional event meetings.

Select =1 to remove event meetings.
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7. Click SAVE to commit your changes to the database or go to the Meeting

Resource Template page.

MEETING RESOURCE TEMPLATE

1. Click the Meeting Resource Template tab.

2. The Meeting Resource Template page is displayed.

© © N o O

f Meeting Template )‘ Meeting Resource Template Y Meeting Staff Template \'.

Event Type: AP Campus Yisit Day

Event Meeting iew Al First (4] 10rs B Last
Event Mtg: 1 welcorns Registration =]
Meeting Resource Template Wiew All First (4] 107 O Last
*Resource Code: IBANNEF@ Registration Table Banner EI
Number of Resources: I
Comment: ;I

ﬁ Save QRetum to Search) +Z Mextin List)
Meeting Termnplate | Meeting Resource Template | Meeting Staff Template

Resource Code: Enter the resource code or select the code from the
lookup table that is required for this meeting.

Number of Resources: Enter the number or quantity of the resource
required for this meeting.

Comment: Enter comments to further identify or describe this resource.
Click to view all meeting resources.

Select *]to add additional meeting resources.

Select =1 to remove meeting resources.

Click SAVE to commit your changes to the database or go to the Meeting
Staff Template page.
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MEETING STAFF TEMPLATE
1. Click the Meeting Staff Template tab.
2. The Meeting Staff Template page is displayed.

/ Meeting Template " Meefing Resource Template ™ Meeting Staff Ternplate \_

Event Type: CAMP Campus Yisit Day
Event Meeting Wiew All First (4 1016 O Last
Event Mtg: 1 Welcome Registration EI
Meeting Staff Template f First (4] 1 or 4 Last
+
*Staff Code: IFACULT ﬂ Faculty Staff EI
*MNbr Staff Required: IUU1
Comment: ;l

E Save QReturn to Search) += Naxtin List)
Meeting Template | Meeting Resource Template | Meeting Staff Template

3. Staff Code: Enter the staff code or select the code from the lookup table
that is required for this meeting.

4. Number Staff Required: Enter the number of this type of staff required
for this meeting.

5. Comment: Enter comments to further describe or identify the staff
required for the meeting.

6. Select *+1to add additional meeting staff.
7. Select [=1to remove meeting staff.

8. Click SAVE to commit your changes to the database.

ConnectND Campus Community 10
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SET UP MEETINGS FOR AN EVENT

1. Navigation: Home > Build Community > Events > Use > Meetings

Meetings

Find an Existing Value

EventID: I—ﬂ
Event Type: I—g
Academic Inatitutinn:l—g
Description: |

™ Case Sensitive
| Search | | Clear | Basic Search

2. Find an Existing Value

a. Enter the values by which you would like to search. Event ID,
Event Type, Academic Institution, or Description.

b. Click . A list of values that meet your search criteria will be

displayed.

c. Click on the meeting you wish to update.

MEETING DETAIL

1. The Meeting Detail page is displayed.

[M\‘ Meeting Sponsor ' Meeting Location ¥ Meeting Resources © Meeting Staff
Event ID: 000000204 FARGOMOORHEAD{CONCORDIAY
Meeting Detail First (4 1.0t 1 D Last
*Event Meeting: |1_ ™ Primary Meeting =1
*Description: IFARGOIMOORHEAD (COMCORDIA)
Short Description: IFARGOIMOOF *Campus Meeting Type: I Fair vl
Meeting Date: [per23i2002 |[E  Day of the Week: Monday
Meeting Start Time: I 9:00AM End Time: I 2.00FM  Contact Minutes: W
Expected Attendance: 100 Maximum Attendance: IW Hbr of Attendees: 0
Comment: ;I
=
B save) [ClRetumto Search) (45 NextinList ] [+5 Frevious inList )
Meeting Detail | Meeting Sponsar | Meeting Location | Meeting Resources | Mesting Staff
ConnectND Campus Community 11
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2. Atleast one meeting is required to be set up for each event.

3. Event Meeting: The system automatically enters the next sequential
number for each meeting that you add. You can override the number to
reorder the list of meetings. When you return to the page, the meetings
will be in the specified order.

4. Primary Meeting: When selected, indicates that this is the primary
meeting for this event.

5. Campus Meeting Type: The meeting type that best describes this
meeting. Values for this field are delivered with your system. You can
modify these.

6. Meeting Date: The date when this meeting is scheduled to occur.

7. Day of the Week: The day of the week when this meeting is scheduled to
occur. The system automatically displays the day of the week when you
exit the Meeting Date field.

8. Meeting Start Time: The time when this meeting is scheduled to begin.
The system assumes the time is AM. If not, you must enter PM.

9. End Time: The time when this meeting is scheduled to end. The system
assumes the time is AM. If not, you must enter PM.

10.Contact Minutes: The length or duration of this meeting. The system
calculates the contact time based on the meeting start and end times.
The system recalculates the contact minutes each time that you change
the start or end time. You can override the calculated minutes value.

11.Expected Attendance: The number of attendees expected at this
meeting.

12.Maximum Attendance: The maximum number of attendees that can be
accommodated for this meeting.

13.Number of Attendees: The number of attendees invited to this meeting.
The system displays the number of invited attendees assigned to this
meeting on the Event Attendees page.

14.Comments: Comments to further identify or describe this meeting.
15. Select *]to add additional meeting detail.
16. Select =1 to remove meeting detail.

17.Click SAVE to commit your changes to the database or go to the Meeting
Sponsor page.

ConnectND Campus Community 12
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MEETING SPONSOR
1. Click the Meeting Sponsor tab.

2. The Meeting Sponsor page is displayed.
W Meeting Location ' Meeting Resources | Meeting Staff

Event ID: anonooz04 FARGOIMOORHEAD{CONCORDIA)
Meeting Sponsor Wiew Al First (4 101 [ Last
Event Meeting: 1 FARGOMOORHEAD (CONCORDIA) [+]=]
Campus Coordinator: IDDSDN 8 Q)

Department Sponsor: I ﬂ

Manager:

Org ID: IDDDMET Y| CONCORDIA COLLEGE - MOORHEAD
Organization Contact: I ﬂ

Other Coordinator: I ﬂ

Narme: |
Phone: |

& savel [ Retun to Search | [+E NextinList] [+E Previous inList |
Meeting Detail | Meeting Sponsor | Meeting Location | Meeting Resources | Meeting Staff

3. Campus Coordinator: The default Campus Coordinator is displayed. To
change the default, select the Campus Coordinator from the lookup table.
This is the individual at your institution who is responsible for, or should be
contacted regarding, this meeting.

4. Department Sponsor: Enter the Department Sponsor or select the
department from the lookup table. This is the department at your
institution that is responsible for this meeting.

5. Organization ID: The default Organization ID is displayed. To change
the default, select the organization ID from the lookup table. This is the
organization that is responsible for this meeting

6. Organization Contact: Enter the Organization Contact or select the
contact person from the lookup table. This is the individual in the
responsible organization whom your institution should contact regarding
this meeting.

7. Other Coordinator, Name, and Phone: If desired, you can enter an
additional individual at your institution who is responsible for, or can be
contacted regarding, this meeting. Use the lookup table to select the
individual, if necessary.

ConnectND Campus Community 13
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8. Select *]to add additional meeting sponsors.
9. Select [=1to remove meeting sponsor.

10.Click SAVE to commit your changes to the database or go to the Meeting
Location page.

MEETING LOCATION
1. Click the Meeting Location tab.
2. The Meeting Location page is displayed.

Meeting Detail Meeting Sponsor ' Meeting Location Y Meeting Resaurces Meeting Staff

Event ID: 000000204 FARGOMOORHEAD(COMNCORDIA)
Event Meeting Wigwy All First (4] 10 1 [ Last
Event Mtg: 1 FARGOMOORHEAD (CONCORDIA) ==
Select a location type: " Campus Facility ~  External Org Facility " Other Facility
Ext Facility ID: CONCORDIAI =\
Org: COLLEGE-
MOORHEAD
Ext Org Location: I gl

B cave Q) Return to Search) +E Nexctin List) +E Previous in List)

Meeting Detail | Meeting Sponsor | Meeting Location | Meeting Resources | Meeting Staff

3. Campus Facility: When selected indicates that the location for this
meeting is a campus facility.

Select a location type: * Campus Facility " External Org Facility " Other Facility
Facility ID: ICLRM c-120 |G Classroarm C-120

4. Facility ID: When you select Campus Facility, the system provides the
Facility ID field with a prompt list of facility IDs from the Facility Table
page. Select the Facility ID from the lookup table.

ConnectND Campus Community 14
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5. External Organization Facility: When selected indicates that the
location for this meeting is a facility at or arranged by an external
organization. When you select External Org Facility option, the system
displays the organization ID and description from the Meeting Sponsor

page.

Select a location type: " Campus Facility  * External Org Facility " Other Facility

Ext Org: COMNCORDIA COLLEGE -
MOORHEAD

Ext Org Location: I'l Q) COMCORIDA COLLEGE-MOORHEAD
A

MOORHEAD

hr SESED
LISA

6. External Org Location: When you select External Org Facility option, the
system provides the External Org Location field with a prompt list of
locations for the organization from the Organization Locations page.
When you select a location number, the system displays the address for
that location.

7. Other Facility: When selected, indicates that the location for this meeting
is a facility other than at your campus or at an external organization in
your database.

Select a location type: " Campus Facility " External Org Facility & Other Facility
Country: [usa @ United States

Address 2: |

Address 1:

Address 3: |

City:
State: I ﬂ
Postal: I

8. Country: Select the Country from the lookup table and then the required
fields to complete the address will be displayed. Enter the data as
required.

ConnectND Campus Community 15
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9. Select *]to add additional meeting locations.

10. Select =1 to remove meeting location.

11.Click SAVE to commit your changes to the database or go to the Meeting

Resources page.
MEETING RESOURCES
1. Click the Meeting Resources tab.

2. The Meeting Resources page is displayed.

| Meeting Detail " Meeting Sponsor " Mesting Lacation " Meeting Resources i_Meeting Staff |,
Event ID: 000000204 FARGOMOORHEAD(CONCORDIA Y

Event Meeting Wi Al

Event Mtg: 1 FARGOMOORHEAD (CONCORDIA)

Meeting Resources Vigr Al

*‘Rsrce Nbr - Quantity  *Resource Code

|1 |2 |BANNER@ Registration Table Banner

Description

&l save QL Return to Search | |45 NextinList ) [+5 Previous in List ]
Meeting Detail | Meeting Sponsar | Meeting Location | Meeting Resources | Meeting Staff

First (41 1 ot 1 [®] Last

[+1[=]
First (4] 1 ot 1 [P] Last

=]

3. Resource Number: This is the number of this resource in the list of
resources for this meeting. The system automatically enters the next
sequential number for each resource that you add. You can override the
number to reorder the list of resources. When you return to the page, the

resources are in the specified order.

4. Quantity: Enter the number or quantity of the resource required for this

meeting.

5. Resource Code: Enter the type of resource or select the code from the

lookup table that is required for this meeting.

6. Description: Enter a brief description to further identify or describe this

resource.
7. Select *1to add additional meeting resources.

ConnectND Campus Community

16



CONUEC

MAXIMUS

B State of North Dakota

8. Select [=]to remove meeting resource.

9. Click SAVE to commit your changes to the database or go to the Meeting
Staff page.

MEETING STAFF
1. Click the Meeting Staff tab.
2. The Meeting Staff page is displayed.

| Meeting Detail | Meeting Sponsor " Meeting Location | Meeting Resources " Meeting Staff \I_

Event ID: 000000204 FARGOMOCRHEAD{CONCGORDIA)
Event Meeting Wiewy All First [4] 10 1 [P Last
Event Mto: 1 FARGO/MOORHEAD (CONCORDIA) El
Meeting Staff Wis All First (4] 1011 [M] Last
*Staff Mbr 1D Name
[ [oo50218 al #=]
Staff Code Task Description Hours Required
[ =Y | 12.00

& save) [ Return to Search | [ +SNextinList ] (+SPrevious inList ]
Meeting Detail | Meeting Sponsor | Meeting Location | Meeting Resources | Meeting Staff

3. Staff Number: The system automatically assigns the next sequential
number to each staff member that you add. You can override these
numbers to rearrange the order of the staff. When you return to the page,
the staff members are in the specified order.

4. ID: Enter the ID of the staff member responsible for this task.

Name: The system automatically displays the individual’s name when you
select the ID.

6. Staff Code: Enter the type of staff required for this meeting.

7. Task Description: Enter the task that the staff member is required to
perform or participate in for this meeting.

8. Hours Required: Enter the number of hours that the responsible
individual is required to perform or participate in this task.

ConnectND Campus Community 17
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9. Select *]to add additional meeting staff.
10. Select =1 to remove meeting staff.

11.Click SAVE to commit your changes to the database.

WALKTHROUGH — VIEW EVENT SUMMARY

1. Navigation: Home > Build Community > Events > Inquire > Event
Summary

2. The Event Summary — Find an Existing Value page is displayed.

Event Summary

Find an Existing Value

Event ID: I Q)
Event Type: I G
Academic Institutiun:l Q)

Description: |

[ Case Sensitive
| Search | | Clear | Basic Search

3. Find an Existing Value

a. Enter the values by which you would like to search. Event ID,
Event Type, Academic Institution, or Description.

b. Click . A list of values that meet your search criteria will be
displayed.

c. Click on the meeting you wish to view.

ConnectND Campus Community 18
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EVENT MEETING
1. The Event Meeting page is displayed.

Event Meeating Ewent Attendee Event Meeting Attendees Event Attendee Meeting

Event ID: 000000205 WADEMA COLLEGE FAIR Event Type:  College Fa
Event Meeting Info First (4] 1 0¢ 1 [M] Last
Event ity  Description Mtg Type Mitg Dt Day of the Week  Mtg Start
1 WADEMA COLLEGE FAIR Fair 092452002 Tuesday 3:004M

) Return to Search] += Mextin List] += Previous in List)

Event Meeting | Event Atendee | Event Mesting Atendees | Event Attendes Meeting

2. This page is for viewing purposes only. You cannot enter or modify data

here.
3. Click on the Event Attendee tab.
EVENT ATTENDEE

1. The Event Attendee page is displayed.

Event Meeting Event Attendee Event Meeting Attendees Event Attendee Meeting

Event ID: 000000205 WADEMA COLLEGE FAIR Event Type:  Caollege Fa

Event Attendee Info First (40 1 ot 1 [M] Last
Attendee Name Guest of Attendee Guest Relationship

Q) Return to Sealch) +E Hextin List:l 1 Previous in List:l

Event heeting | Event Attendee | Event Meeting Attendees | Event Attendee Meeting

2. This page is for viewing purposes only. You cannot enter or modify data
here.

3. Click on the Event Meeting Attendees tab.
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EVENT MEETING ATTENDEES
1. The Event Meeting Attendees page is displayed.

Event Meeting " Event Aftendee " EventMeeting Attendees | Event Aiendee Meeting

Event ID: 000000205 WADENA COLLEGE FAIR Event Type:  College Fa

& Attendee Nbr " Organization
Event Mtg: I 4 ” Name " Status

 Country,State,City

First (4 1011 (M Last

Meeting Attendees Info
Attendee Name Cntry St City Org Affiliation Status

lilReturn to Search) 4E Mextin List) +Z Frevious in List)

Event Meeting | Event Attendee | Event Meeting Attendees | Event Attendee Meeting

2. Event Meeting: The number of the meeting whose attendees you want to
review. An event meeting number is required.

3. Sort By: Click on the option that represents how you want the system to
sort the results:

Attendee Number
Name
Country, State, City

Organization

® 2 o T 9

Status
4. Click to launch the search based on the criteria that you selected.

5. The Meeting Attendees Information results are displayed.

Meeting Attendees Info

First (4 120e2 (M) Last

Attendee Name Cntry St City Org Affiliation Status
nooot JgA  CA Glendale Mot Attnd

Attendee Name Cntry 5t City Org Affiliation Status
noooz UJSA IL Downers Grove Will Atthd
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6. Click on the Event Attendee Meeting tab.
EVENT ATTENDEE MEETING
1. The Event Attendee Meeting page is displayed.

EventMesting  EventAtendes \ Eventheefing Aftsndees y EventAftendee Mesting

Event ID: 000000205 wWADERA COLLEGE FAIR Event Type: College Fa

' Campus Mtg Mbr " Status
Attendee: I Q) " Meeting Description

" pate/Time

Attendee Meeting Info First [4] 1o 1 [P] Last

Mtg Nbr  Description Mty Dt Start End Location: Status

) Return to Search) +E Nextin List) +Z Prewious in List)

Event Meeting | Event Atendee | Event Meeting Attendees | Event Attendee Meeting

2. Attendee: The attendee number of the attendee whose meetings you
want to review. An attendee number is required.

3. Sort By: Click on the option that represents how you want the system to
sort the results:

a. Campus Meeting Number
b. Meeting Description
c. Date/Time

d. Status

4. Click to launch the search based on the criteria that you selected.

5. The Attendees Meeting Information results are displayed.

Attendee Meeting Info First (4] 1-a ot 4 (] Last
Mty Nbr  Description Mty Dt Start End Location: Status
1 Friends of Library Reception 10/10/2002  4:00FPM 6:00FPM Other Facility Wil Attnd
Mty Nbr Description Mitg Dt Start End Location:
2 Alumni Assoc Tailgate Party 101202002 10:00AKM 4:00PM Cther Facility Inwited
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