
 

CRM/CMS Tutorial 
Creating an Event 

 

From the HOME page, click the EVENTS button. 

 

 

At the top of the page, you have the option of searching your events. This is helpful if you have many events. 

To create a new event, click the CREATE A NEW EVENT button. 

You also have the option of checking registrations and editing an event. 

 

  



This is the default page for CREATE A NEW EVENT.  

 

 

As an example, we’ll create an event for Edmonton Chapter. 

 

 

 



Folder: Select the name of your Chapter (in this example, Edmonton) 
Name: Something descriptive, as it will also show in the National calendar (chapter name - date - event). 
Active: Select if you want your new event to be posted to the website immediately. 
Client can be invoiced if credit card is not available: Select to allow invoicing. 
 
 

 

Allow Registrations 
Member or Guest Registrations: Allows Members logged-in and Non-Members not logged in to register. 
Member Registrations Only: Allows only logged-in members to register (not usually selected). 
Guest Registrations Only: Allows only Non-member registrations (not usually selected). 
Information Only (No Registrations): You want to advertise an event with no registration on your website. 
 
Registration Type 
Registration: Information will be collected on each person attending the event. 
Ticket: Information is collected only on the one person completing the registration. 
 
Maximum Group Size 
This limits how many registrations can be filled out at one time. Option is 1-100, but 1-5 is most common. 
NOTE: This is not where you set the event attendance limit. 
 
 
 
Enter the address of your event and check Show location on the map to activate the Google Map. 
 

 
  



Enter event dates and times. 
 

 
 

Registration starts: The day and time that members can start registering. 

Registration ends: The day and time that members can no longer register. 

Cancellable until: The day and time that members can cancel their registration. If you set to Registration 
starts date and time, members will not be able to cancel. They will have to contact the Chapter to cancel 
manually. This is preferable if a payment is involved since the payment processor and CSSE system are not 
linked. 

Event Start Date: The day and time the event starts. 

Event End Date: The day and time the event ends. 

 

NOTE: The website server is in Winnipeg, Manitoba and on Central Time. Please take this into account for 
scheduling of eblasts and registration cut-off times. 

 

 
Short Description: This is what will appear in the member’s invoice. It should be kept brief. 
 

 



Description: This is where you put the full event description. 

 

 
Click SAVE to save your event. 
 

 

 

  



Click HOME and then EVENTS. Your event will now show in the Events list. 

 


