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Main Page – list of Events 
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Register for Event 

 

On-Screen Confirmation 
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Email Confirmation 
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Staff Services 

 

Use the Administration link, at the bottom of the page, to enter Staff Services 
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Press the Account Services button to enter Account Services

 

Recover User Name 
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On-Screen Confirmation 

 

 

E-Mail Confirmation 
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Recover Password 

 

Recover Password 
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On-Screen Confirmation 

 

 
E-Mail Confirmation 
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Change Password 

 

Change Password 
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On-Screen Confirmation 
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Administer Events 

 

Use the Administration link, at the bottom of the page, 

to enter the Administration Page 
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Add New Event 

 

Enter the event data: 

Event Title 

Date and Start Time of Event 

Date and Time to Open Registration 

Date and Time to Close Registration 

Maximum number of Attendees 

Venue 

Address of Venue 

Event Contact details 

Google map to venue

 

Options 

Partner Agency 

Veteran Preference 

Press (How did you hear about this event?) 

Attendee ZIP Code 

Attendee Last four of Social Security Number 

Attendee Age Group 

Attendee Education Level 

Attendee Employment Status 

Special Accomodations
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Insert Google map 

 Navigate to maps.google.com 

 Enter address 
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Press Share 
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Press “Embed a map” 

 

Under Medium, select Custom Size 
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 Set  size to 400 x 200 

 

 Press COPY HTML to copy the map code 

 Return to Event Administration 

 Paste (CTRL-V) code into map box 
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Press  Add New Event button to create Event 

 

The newly created event will now appear on the Event Listing page 
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Report Generator 

 

Report Generator 

 

Select Event 

 

View Attendee List 
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