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How to create a SOTF event on the website:
· Log in. Click on "Events" and "Create or Manage Event". Click on the red button on the right-hand side that says "Add New".
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· Enter event name and City and State of the event location, i.e., Sisters at the Springs, Challis, ID. 
· Check the “recurring event” box If the item will regularly recur, i.e, monthly luncheon, meet and greet.
· Enter date and location. 
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· Complete “Notification Regions” indicating the region in which the event is taking place. If a Regional Event, check “All” to notify Sisters in all regions.  
· To send email to the Sisters about the event, check “Notify Sisters.”
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· “Details” section should be as specific as possible. Include the items contained in the definition section of the Event Planning Guide under Details such as the following:
1) Hostess/Co-hostess names, numbers contact information
2) General description/Specific Itinerary to include: a) accommodations, facilities/sanitation/infrastructure/type of camping; b) weather, area history, geology, activities, etc.; c) Fees/payment methods/refund policy/optional add-ons; d) food;e) special activities (craft/costume/supplies/conditions/deadlines); f) Waitlist policy. 
3) The following illustrate examples of  three different event types Details.












If this was a No Fee Event your “Details” section would look like this:
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If this was an Independent Fee_Based Event, your “Details” section would look like this:
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· Indicate the “Category” that applies such as Rocky Mountain Region, Montana, Cowgirling, etc.; if multiple categories apply, hold down the control (or command) button and select as many as apply.
· Add a photo for the event at “Event Image” .
· Bookings/Registrations: Check “Enable registration for this event” to open ticket options.
[image: ]
· Indicate “Ticket Options.” 
[image: ]

For NO Fee Event or Independently Hosted Event, change ticket name to whatever you’d like, edit the spaces available and change the ticket price to $0.00 by clicking “edit” below “Standard Ticket”. These two event options will always have a ticket price of $0.00 because the hostess will be collecting the funds directly and this feature will instead act as an RSVP.
[image: ]
· Important- Indicate the number of available spaces (maximum number of attendees)  in the “Spaces” field.  All of the other fields are optional.
· Important- Click on red "Close Ticket Editor" button at the bottom of the section or the data will not be saved.  
[image: ]

· Click “Submit Event”. 

· Tickets may be created for multiple payments. For example: Deposit, Final Payment, Wine Tour add-on, T-Shirt, Horseback Riding add-on, etc. 

[image: ]

· Event Options- This is where you will repeat the amount of spaces available above in the ticket options field. For “Total Spaces”, add together the maximum available spaces for each ticket type. In the example above, it is 60 Deposit tickets and 60 Final Payment tickets = 120 total spaces.	Comment by Kim: 	Comment by Kim: 	Comment by Kim: Th	Comment by Kim: 	Comment by Chris Kirk: 	Comment by Chris Kirk: 	Comment by Chris Kirk: 	Comment by Chris Kirk: 	Comment by Chris Kirk: 

· Leave “booking form” to “default”

· Click “Submit Event”. 
[bookmark: _GoBack]
Missing fields will appear in RED at the top of the screen must be updated. Click “submit event” again and if your event goes through correctly, you will be directed to your personal event page and it will say “You have successfully submitted your event, which will be published pending approval.”

You will receive an email letting you know your event has been approved. You will also receive an email each time someone registers for your event. 

You can view your event details and a detailed list of who has booked by clicking on the “Events” tab, then “create or manage an event”. To view and edit your event information, click on the event name. To view your bookings, click on “bookings” found below the event name. 

image4.png
[ My Events - Add and Me X © M —

Q% @ 8

& C | @ Secure | https//wwwsistersonthefly.com/events/my-events-add-manage-

@ SitersontheFly 7 Customize O 22 Editwith WPBakery Page Buider ) Forms (7] Copy to.2 new draft

. on the

= == ‘Where

LOCATION Challis Hot 5

NAME:
Create a location or start typing to search a previously
created location.Try with and without words like THE to find ct.gn"_s Hot Springs.
existing location before adding a new location. EXAMPLE: If Cnallis

looking for The Happy Lodge, seach for Happy

: 9 , ,
:
CITY/TOWN: Challis 2 o

Google

ADDRESS: 3 Main St

Map data 2018 Google  Terms of Use | Reprta map eror

STATE/COUN

PoSTCODE:
- COUNTRY: United scates <
= ~ Notification Regions

T1:24PM
H O Type here to search 4 9 1272018




image5.png
[ My Events - Add and Me X © M — x

<« C | @ Secure | https//www.sistersonthefly.com/ Q¥ @

Copy toa new draft Howdy, Nicole Cassity

s
Qﬁy[mcy‘Zp T e me M @hers omo oer e it GL O

Notification Regions

Al
Heartland
International
= Mid Atlantic and Appalachian
- Midwest
New England

- Pacific Northwest
) Rocky Mountain
Southeast and Gulf Coast
Southwest

Texas
Western

Send Notification?

Notify Sisters

Details

= Q) ADD MEDIA

PARAGRAP... ¥

wee|[=][A]+

H O Type here to search





image6.png
[ My Events - Add and Me X O s —

QX O 8

& C | @ secure | https//wwwsistersonthefly.com/

+ New & EditPoge with WPBakery Poge Buikler (@) Forms (7] Copy to.a new draft

RENEW ~MEMBERS AREA EVENTS SHOP GALLERIES ABOUT BLOG ACTIVITIES LogouT Q ®o

Details

Q] ADD MEDIA -
PARAGRAP... ¥ 4

we|[=|[A]~ ()

Join us for a low-key, relaxing campout at the beautiful Challis Hot Springs RV Park in Challis, ID.

DETAILS: =

This is a casual, no-fee event.
Meals will be potluck style. Bring something you'd like to contribute for dinner each night. Breakfast and lunch will be on your own. 2

Soaking is free when camping at the RV park.

To book your camp spot, please contact the RV park directly at 208-555-5555.

HOSTESS:

Nicole Cassit

‘Email: nicole@sistersonthefly.com

s Phone: 208-444-4444
3

Category:

S NATE: HOLD COMMANDICNTRL T

H O Type here to search 4




image7.png
[ My Events - Add and Me X O s —

QX O 8

& C | @ secure | https//wwwsistersonthefly.com/

with WPBakery Page Bikler ) Forms (2] Copy toanew draft

RENEW ~MEMBERS AREA EVENTS SHOP GALLERIES ABOUT BLOG ACTIVITIES LogouT Q ®o

- [ =1

paraGRAP. v | B I | = BB
=|[=|[a]v&][o][a o

=)
Join us for a relaxing campout at the beautiful Challis Hot Springs RV Park in Challis, ID. -
DETAILS: -
Cost is $95.00 per person. e

Cost includes camping for three nights, catered dinner one night, a goodie bag, and 2 mining tour.
AGENDA:

Mar 15- Arrive

Mar 16- Free Day! Breakfast and lunch are on your own. Dinner will be catered.
Mar 17- Mining Tour at g AM. Breakfast and Lunch on your own. Dinner is potluck style, bring something to contribute.

Mar 18- Head for home... until next time!

Soaking is free when camping at the RV park. (C}
3

Category:
(NOTE: HOLD COMMAND/CNTRL TO SELECT MULTIPLE)

H O Type here to search 4




image8.png
[ My Events - Add and Me X O s —

QX O 8

& C | @ secure | https//wwwsistersonthefly.com/

with WPBakery Page Bikler ) Forms (2] Copy toanew draft

RENEW ~MEMBERS AREA EVENTS SHOP GALLERIES ABOUT BLOG ACTIVITIES LogouT Q ®o

- [ =1

PARAGRAP... || B | | I | =
|| —|lAl~ @]o]|2

Mar 18- Head for home... until next time!

Soaking is free when camping at the RV park.

HOSTESS: —

Nicole Cassit

‘Email: nicole@sistersonthefls

Phone: 208-444-4444

PAYMENT DETAL

Mail a check to Nicole directly at PO Box 744 Marsing, ID 83639 or send a PayPal transfer to nicole@sistersonthefly.com

This event is NON-REFUNDABLE

To be added to a waitlist, email nicole@sistersonthefly.com @

o

== Category:
(NOTE: HOLD COMMAND/CNTRL TO SELECT MULTIPLE)

H O Type here to search 4




image9.png
[ My Events - Add and Me X

< C | @ Secure

https;//wwwisistersonthefly.com/

@ SitersontheFly 7 Customize O 22

RENEW  MEMBERS AREA  EVENTS

© M —

Q% @ 8

SHOP  GALLERIES ~ABOUT BLOG ACTIVITIES LOGOUT Q

Category:
(NOTE: HOLD COMMAND/CNTRL TO SELECT MULTIPLE)

A NON-REFUNDABLE Event (contact hostess with questions)
= Al Regions
= Camping
- Dry Camp Only
Full Bathroom Facities
Full Hook Up Sces Avallable
Lodging Avaiizble
Tollets Only
Water Only Sies
Cowgir Caraven
Cousirine

Event Image

No image uploaded for this event yet

Upload/change picture | Choose File | No file chosen

Bookings/Registration

Enable registration for this event

H O Type here to search





image10.png
[ My Events - Add and Me X © M —

Q% @ 8

& C | @ Secure | https//wwwsistersonthefly.com/events/my-events-add-manage-

ersontheFy # Customize + New & EditPoge with WPBakery Poge Buikler (@) Forms (7] Copy to.a new draft

. on the.
Oﬁwgfy@c{y RENOW  MEMGERS AREA EVENTS SHOP | GALLERES ABOUT  BL0G ACTVITES Logour Q Ho

~ _ Bookings/Registration
-

q @ Enable registration for this event

Tickets

ticket, etc. Basic HTML s allowed in ticket labels and descriptions.

= TICKET NAME PRICE MIN/MAX START/END AVAIL. SPACES BOOKED SPACES
/ .
- Standard Ticket Free o 10710 0
g '% Edit | Delete e

%’ You can have single or multiple tickets, where certain tickets become available under certain conditions, e.g. early bookings, group discounts, maximum bookings per

Add new ticket

Event Options

Total Spaces

Individual tickets with remaining spaces will not be available i total booking spaces reach this limit. Leave blank for o imit.

Maximum Spaces Per Booking

If set. the total number of spaces for a single booking to this event cannot exceed this amount.Leave blank for no fimit.

H O Type here to search 4




image11.png
[ My Events - Add and Me X

& C | @ secure | https//wwwsistersonthefly.com/

ersontheFly # Customize O

+ New

nts/my-events-add-manage-

P EditPage

with WPBakery Page Bikler ) Forms (2] Copy toanew draft

© M —

Q% @ 8

Description

Price

Spaces

At least

At most

Available from

Available until

Required?

Available for  everyone

H O Type here to search

spaces per booking

spaces per booking

at

at

Hide Advanced Options

CLOSE TICKET EDITOR

Add new ticket

RENEW ~MEMBERS'AREA EVENTS ~SHOP GALLERIES ABOUT BLOG ACTIVITIES LogouT Q Bo
TICKET NAME PRICE MIN/MAX START/END AVAIL. SPACES BOOKED SPACES
Name o





image12.png
[ My Events - Add and Me X

& C | @ Secure | https//wwwsistersonthefly.com/events/my-events-add-manage-

ersontheFy # Customize + New & EditPoge

with WPBakery Page Bikler ) Forms (2] Copy toanew draft

RENEW MEMBERSAREA EVENTS SHOP GALLERIES ABOUT BLOG ACTIVITIES LOGOUT
3 = ticket, etc. Basic HTML is allowed in ticket labels and descriptions.

s
q TICKET NAME PRICE MIN/MAX START/END AVAIL. SPACES 'BOOKED SPACES
——— [ RSVP HERE 0.00 7 10/ 45 0
= et [peers
e Add new ticket

Event Options

)
% Total Spaces
=== & individual tickets with remaining spaces will not be available if total booking spaces reach this limit. Leave blank for no limit.

Maximum Spaces Per Booking

If set. the total number of spaces for a single booking to this event cannot exceed this amount.Leave blank for no fimit.

Booking Cut-Off Date 03/13/201 1200AM

This is the definite date ofter which bookings wil be closed for this event regardless of individual ticket settings above. Default value will be the event start date.

= - BookingForm

H O Type here to search 4





image13.png
B My Events - Add and Mz X O M — X
<« C | @ Secure | https;//www.sistersonthefly.com/events/my-events-add-manage- Q¥ @ H
ersontheFly ,# Customize © with WPBakery Page Builder (@) Forms (7] Copy to a new draft
3 onthe
SIEIS cy RENEW MEMBERSAREA EVENTS SHOP GALLERIES ABOUT BLOG ACTVITIES Logout Q Ho
= TICKET NAME PRICE MIN/MAX START/END AVAIL. SPACES BOOKED SPACES
Event Deposit 45.00 7/ 10/ 60 o
Edit | Delete
L] Final Payment 50.00 - 10/ 60 o
Edit | Delete

Add new ticket *

Event Options -

Total Spaces 120

Individual tickets with remaining spaces will not be available if total booking spaces reach this limit. Leave blank for no imit. 2

Maximum Spaces Per Booking

If set. the total number of spaces for a single booking to this event cannot exceed this amount.Leave blank for no fimit.

Booking Cut-Off Date 03132013 1200AM

2 This is the definite date ofter which bookings wil be closed for this event. regardless of individual ticket settings above. Default value will be the event start date.

Booking Form

1217AM
H O Type here to search [} 9 = ) 018




image1.png
x © M —

htps://wwwsistersonthefly.com, Q% @ E

@ @ sitersontheFly # Customize © 22 $ 0 + New & EditPage W) ®  Editwith WPBakery Page Builder ) Forms (7] Copy to a new draft @ Howdy, Nicole Cassity [f] Q

LOGOUT | HAVEQUESTIONS?CONTACTUS! | WWE HAVE MORE FLUN THAN ANYONE f 30

CREATE OR MANAGE AN EVENT

+ Craig, MT 09/20/2018 - 09/24/2018
Main Street - Craig 12:00 am - 12:00 am ~

- Booked: 2/10 | Pending:

+ Cedar Creek Campground 12/28/2018 - 12/31/2018

T1EPM
H O Type here to search D) 500 B




image2.png
B My Events - Add and M= X © M —
ents Qx| @

@ SistersontheFly # Customize © 22 % 0 + New ¢ EditPage Ul ® FEdit with WPBakery Page Builder (@) Forms (7] Copy to a new draft @ Howdy, Nicole Cassity [f] Q

add-ma

& C | @ Secure | https//wwwsistersonthefly.com/events/my

LOGOUT | HAVEQUESTIONS?CONTACTUS! | Wi HAVE MORE FUN THAN ANYONE fP»&EINS0O

£ Search Events: SEARCH EVENTS 5

NAME LOCATION DATE AND TIME
+ Craig, MT 08/24/2018 - 08/29/2018
- Booked: 6/100 | Pending: 0 Main Street - Craig 12:00 am - 12:00 am
+ Craig, MT 09/20/2018 - 09/24/2018
: - Booked: 2/10 | Pending: Main Street - Craig 12:00 am - 12:00 am
+ Cedar Creek Campground 12/28/2018 - 12/31/2018 = .

H O Type here to search




image3.png
B My Events - Add and M= X © Mwe -
Q% @

& C | @ Secure | https//wwwsistersonthefly.com/events/my-events-add-mana

@ SistersontheFly 7 Customize © 22 % 0 + New & EditPage ®  Editwith WPBakery Page Builder @) Forms (7] Copy to a new draft

e
Qﬁngfcﬂy e e e

e Hostess, please notify your Wrangler before publishing a new event. Thank you.
Hostess, any edits made will remove this event temporarily from its live status pending admin approval.

Event Name

The event name. Example: Birthday party

‘When

This is a recurring event.

From 03/15/2018 to oxienoie
Eventstartsat 1200AM to 1200AM  All day
‘Where
= LOCATION * c
NAME:
- Create a location or start typing to search a previously

created location.Try with and without words like THE to find Chatis Hot Springs
= existing location before adding a new location. EXAMPLE: If .
looking for The Happy Lodge, seach for Happy <

H O Type here to search 9 /1272018





image14.png
QDisters SFly




