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Chapter Events — Creating and Editing
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Creating New Events for Chapter Leaders

1) From https://www.texasexes.org/saml login?destination=home, log into your account using your Chapter Webmaster
(i.e. austinchapter@texasexes.org) login.

2) Once you log in to your account, look to the left of the screen and click the “event management” tab.

BatonRougeChapter Webmaster
@ Texas Exes \ Alcalde
TEXAS (L EXES S
BatonRouge B
Chapter Webmaster Welcome to Your Texas Exes Website Portal
Profle | Logout This is your portal to see and register for upcoming events, update your information, manage your email preferences, and join or renew your
membership.
My Account 2
&y ooy Upcoming Events
+ Join Texas Exes amn Nashville Chapter- Hockey Social
Start Date: Fri Apr 7, 2017
© Support
e
Austin Chapter- Crawfish Boil & Baseball Game
™ Events Start Date: Sat Apr 8, 2017

Shop Merchandise

Shop Tiles

Highland Lakes Chapter -- COCKTAILS & DANCING
ST
Start Date: Thu Apr 13, 2017

Donste to a Scholarship

Chapters
2 “ 2017 Orange-White Spring Game Watch7 Orange-White Spring Game Watch

®
®
@ Donste to the Annusl Giving Campaign
®
i~
= Start Date: Sat Apr 15, 2017

\iew Membership Card

2) On the right side of the page, click the link that says “Create a new Event”
BatonRougeChapter Webmaster

@ Texas Exes A Alcalde
Ex As EXES8 Event Management
Select a Chapter or Network:
BatonRouge P Baton Rouge v
Chapter Webmaster 2 s
Profile | Logout My Events reate a new Even
Event Name Status Start Date Attendees
# Dashboard Edit | Manage Meeting 3 Planned 12/2/2017 0

Fdit | Manane Meetinn Planned 121112017 n


https://www.texasexes.org/saml_login?destination=home
mailto:austinchapter@texasexes.org
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3) Once you click this link, this information will appear below.

New Event

Event Name"

Status® —-Mone- v
Texas Exes Event ~-Mone-- v
Type*

Description”

Internal Motes to
TexasExes Staff y:

Time Zone" ~MNone- v

Start Date* | 4/42017 [ 442017 ]

Start Time*
Enter time as HH-MM AMPM
End Date* 4142017 [ 442017 ]
End Time*

Enter time as HH:MM AMPM

Display Website Date Start Date with Start Time and E ~

As*

Fee Type* —Mone— v

Event Reqistration —MNone— v
Type*

Registration URL

Chapter Needs Onsite
CC Processing?

Sold Out

Save | Cancel
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4)

5)

6)

TEXAS @) EXES

7)

TEXAS @) EXES

EVENT NAME: (Required) Choose a name your event. This should follow this format: “CHAPTER YEAR EVENT-NAME”.
For example, Austin Chapter 2017 Spring Crawfish Boil. This format is important; if you don’t include the chapter and
year, it is possible that the event might get confused with other events in our system. For example, “Baylor Tailgate”
won’t tell your alumni what chapter is hosting the event, and would be confusing when you host another Baylor
Tailgate next year.

STATUS: (Required) Choose between Active and Planned. Choosing Active will immediately post your event to the
website and allow alumni to search for it. You should keep the event Planned until you are ready for this; you can
come back and change it later, if you need to.

TEXAS EXES EVENT TYPE: (Required) You should select “Chapter Event” for this category. This will help Texas Exes
staff-members keep track of how many events your chapter has held this year.

DESCRIPTION: (Required) Enter information about your event as you want it to appear on the website and on the
Texas Exes registration page. Below is an example of how the description text would look on an alumnus’ user portal.

Description* | This is where you type information
about your event. It will appear
exactly like this on the website.

This is a sample event, to show
how information will appear.|

2 4

BatonRouge
Chapter Webmaster Baton Rouge Chapter 2017 Sample Event Register Now
Feomerkbogout Date: Tue Apr 25, 2017

# Dashboard

& My Account This is where you type information about your event. It will appear exactly like this on the website. This is a sample event, to show how

information will appear.

=+ Join Texas Exes

© Support

INTERNAL NOTES TO TEXAS EXES STAFF: (Optional) Use this field to provide any instructions you have to Texas Exes
staff. If you want to sell tickets to the event, you can state how much the tickets should cost. If you want the
Description modified to include BOLD items, /talics, etc., you can include that here. Anything you include in this box
will not be visible on the website or to other alumni; this is only visible to Texas Exes staff.
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8) TIME ZONE: (Required) Choose the time zone that is local to your event.
9) START DATE and END DATE: (Required) Choose both dates from the pop-up calendar.

10) START TIME and END DATE: (Required) Enter both times in local time for your event. These MUST be formatted as
HH:MM AM/PM,; for example, an event starting at 7:00pm would need to be entered as “07:00 PM”. Please be
mindful of both hour digits, as well as the AM or PM; the system will set the event to military time if either of these
are left off.

11) DISPLAY WEBSITE DATE AS: (Required) This determines how the date and time will appear on the website. It is
recommended that you choose “START DATE,” and put the other details into the Description box. You can choose
the other options, but they can appear crowded and redundant.

12) FEE TYPE: (Required) Choose the option that is applicable to your event. This determines how alumni can search for
your event on the website. Some alumni will look for all Free events, or only for Paid events.
None: Your event does not require any registration or RSVP.
Free: Your event requires RSVP, but there is no charge to the alumnus.
Paid: Your event requires registration, and there is a charge for tickets.

13) EVENT REGISTRATION TYPE: (Required) Choose the option that is applicable to your event.
No Registration Required — Your event does not require any RSVP or registration.
Paid: Tickets managed by Texas Exes — Your event requires ticket purchases, and that will happen through the
event website at texasexes.org. You should put details about the tickets, including the price, if there is a capacity
or limit, and any other important information in the INTERNAL NOTES TO TEXAS EXES STAFF field.
Paid: Tickets managed elsewhere — Your event requires ticket purchases, and that will happen through a website
or service outside of texasexes.org. These services include Eventbrite, Ticketfly, or several others. Your chapter
or network is allowed to use these services, but you will be responsible for any fees or additional charges. If you
are using this option, you should put the web address for your event’s registration in the REGISTRATION URL
field below.
Free: RSVPs managed by Texas Exes Default form — Your event requires registration, but there is no cost.
Choosing this will automatically create a brief, simple RSVP form online that looks like this:

FIRST NAME *
| |
LAST NAME *

EMAIL

DID YOU ATTEND UT *

YES NO

YEAR GRADUATED FROM UT: (OPTIONAL)

Free: RSVPs managed elsewhere — Your event requires RSVP, but there is no cost and you are using another
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service or website to manage RSVPs. These services include Google Forms, SignUpGenius, and others. . If you are
using this option, you should put the web address for your event’s registration in the REGISTRATION URL field
below.

Free: RSVPs managed by Texas Exes Custom form - Your event requires registration, but there is no cost. This
option will create an RSVP form, but you can specify additional questions or options to include. Texas Exes staff
members will create the form for you, and contact you to review a draft version before it can go out to alumni.
You should specify what questions you want to ask, or what information you want to gather, in the INTERNAL
NOTES TO TEXAS EXES STAFF field.

14) CHAPTER NEEDS ON-SITE CC PROCESSING? (Optional) Most events do not need this, and should leave this blank. If
you will need the ability to charge alumni for purchases at your event, for items or tickets that have variable prices,
then checking this box will tell Texas Exes staff to create a website that you can use at the event. Examples of
needing this would include auctions, special sales, or other unexpected charges.

15) SOLD OUT: (Optional) This option should be unchecked when you create your event. You can use this option later to

turn off ticket sales to your event if the event has Sold Out, or if you need to turn off sales for any other reason. Your
event will still appear on the website and alumni can find information about it, but tickets will not be available.

If you are using an external event service, such as Eventbrite, Ticketfly, or any others, the SOLD OUT option will NOT have
any effect on your event. You will need to use an option available to you through your service.
16) After you hit the submit button, you will receive a confirmation email that reads:

Congratulations, Your event has been published to texasexes.org. ~ You can access your event
here:



http://texasexes.org/
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Editing and Managing Events for Chapter Leaders

1)

2)

3)

You can edit and manage events that you create in the same way that you create new events. If a Texas Exes staff
member created the event for you, you will not be able to edit the event (but you will be able to manage it and see
registrations); for any changes to those events, please email the Texas Exes staff.

From https://www.texasexes.org/saml login?destination=home, log into your account using your Chapter
Webmaster (i.e. austinchapter@texasexes.org) login.

Once you log in to your account, look to the left of the screen and click the “event management” tab.

BatonRougeChapter Webmaster
@ Texas Exes \ Alcalde
TEXAS (C2)EXES St
BatonRouge .
Chapter Webmaster Welcome to Your Texas Exes Website Portal

Profile | Logout

This is your portal to see and register for upcoming events, update your information, manage your email preferences, and join or renew your

membership.

My Account B
SRR, Upcoming Events
+ Join Texas Exes Nashville Chapter- Hockey Social
- o d
Start Date: Fri Apr 7, 2017
© Support
«
Austin Chapter- Crawfish Boil & Baseball Game
[ &)
[ Events Start Date: Sat Apr 8, 2017
(@) Shop Merchandise _
(@) Shop Tiles
Highland Lakes Chapter -- COCKTAILS & DANCING
@ Donste to the Annusl Giving Campsign AT Start Date: Thu Apr 13, 2017
[3) Donate to a Scholarship
™ Chapters 3 . . ;
oy 2017 Orange-White Spring Game Watch7 Orange-White Spring Game Watch

3 Start Date: Sat Apr 15, 2017
™ \S=w Membership Card


https://www.texasexes.org/saml_login?destination=home
mailto:austinchapter@texasexes.org
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4) Next to the event you want to edit, you will see options for “Edit” and “Manage.”

TEXAS @ EXES

Select a Chapter or Network:
BatonRouge Baton Rouge v
Chapter Webmaster
Profile | Logout My Events
Event Name

# Dashboard . anage Meeting 3

a2 Edit| Manage Meeting
My Account
Edit | Manage Event2

Status

Planned

Planned

Planned

Create a new Event

Start Date Attendees

121272017 0

121172017 0

111172017 0

5) Clicking on Edit will bring you to the same options you saw when you created the event, and you have the ability to
modify many of them. Any changes you make to the DESCRIPTION box will appear on the website and the event

page within the next hour.

If you have previously set your event STATUS to “Planned,” you can change that to “Active” and the event will be

published online.

If you have already set the event STATUS to “Active,” changing this to “Planned” will remove all details about the event
from the website and make it impossible for alumni to locate your event until it is set back to “Active.” Only do this if you
are absolutely sure that you do not want the event to be accessible by anyone other than yourself and Texas Exes staff.

6) Clicking on Manage will bring up a new information set. This will appear below all of the event names, so you might

need to scroll to the bottom of the page to see it.

Manage Registrations for Happy Hour (Free with RSVP)

Search:
Attendee ID  Full Name Email Ticket Type  Status
Remove 000045777 Kathee2 Nugee2 katheeZnugee? 091616.2@mailinator.com Registered
Remove 000045781 Kathee 061616.3 kathee3nugee3 061616.3@mailinator.com Registered
Mugee. 3.061616.3

Remove 000045776  Kathee Nugee katheenugeed81916.1@mailinator.com Registered
Showing 11to 3 of 3 entries

Copy | CSV| PDF Previous

Save

Registration Date  Amount Attended

9/19/2016

9/19/2016

9/19/2016

§0.00

50.00

50.00

Here, you have several options. You can download the list to your computer as a CSV (Microsoft Excel) document, or as a

PDF, by clicking on the buttons at the bottom.
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You can see all attendees, as well as the type of ticket they purchased and the date that the purchase took place on. You
can also mark the attendees as “Attended” if you want their record in the database to reflect that they attended, but this
is optional.



