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Author: Kristenson, Joel
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Overview

This article provides a ‘quick overview’ on how to create a new event, add tickets/products, and how to publish the event online.

To get an in-depth knowledge of the event system, read through all the related articles and watch the videos at the bottom of this tutorial — the
event system has many, many configurable options.

« Tip: Watch this video playlist on creating events.
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Organize, Leverage. Succeed.

Steps

Open the Events list.

o5 Settings  Help

Application Menu €

E| = &

Tazks

fs Dashboard

[» % Organization

4 § calendar/Tasks
@ Daily Calendar

l @ Events |
3 Event Participants
@ Event Venues
G} Reminders

[ % Canwvassing

[» % Contact

I 4 Communications

[+ 5 Financial

[ % System Manager

Click [+ New] on the Search tool strip.
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«3» Search @,Re:etlwﬂ:wew |E 05 |k ¥ & T2 | File - Edit - | @ | Events |
Q

Events Active
[aa] TDEIH!, A | R
This Wweek [{ custom, according to dates below:= v]
[ This Month H B <> =1
This Year -
Last 10 Days End Dat [-c-:ustum, according to dates belows= v]
e

Last 30 Days o> =
LﬂSt Eﬂ D-EI‘!,"S i . .
Last 20 Days Event tracks contributions

Event is published to web

FEF) Sort FF) Format ~ 53 Wrap | % Export /% Print | ) Pivot |
Ewvents [ 0 records found ]

Create a name, check the box for ‘Enable assignment of contributions and expenses’, and enter a date-rage.
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File - Edit - | )< | & | @ View Directory @& View Page | New Event

Evert Published Event Description
Event Name: 2017 Mew Years Day Sk Fundraiser 1 ﬂo % = | | "B & I
Calendar Category: ’ Fundraiser "]
Enable assignment of contributions and expenses
Public Event (Publish to web site) 3
Start Time: 1/ 1/2017 08:00 AM =~
2 End Time: 1/ 1/2017 01:00 PM @~

[ ] Close Registration Before Event

Close Time: | 1/ 1/2017 08:17 PM @ |

Sales | Summary | Gallery | Setup | User |
Orders | Order Lines | Tickets |
B New | [ Refresh | B Sert B Format ~ 53 Wrap |Ii§ Export &Print | B Pivat |

Orders [0 records found]

Purchaser
Order Date Purchaser Purchaser Middle Amount FeumenEIpE Amount  Amount g;::r;u

jin] Ordered Last Name First Name Paid Open
Mame

Buyer Comment

Logon=  Joel Kristenson ld Save | [@#SaveandClose | [ Print | [@Cancel |
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Enter a description in the top-right of the event record.
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File » Edit - | < | @ |4 View Directory @ View Page | New Event

Event Published Event Description I
Event Name: 2017 Mew Years Day Sk Fundraiser % By T | | I
Calendar Category: [ Fundraiser hd ] Welcome to our 20th annual new years day 5k!
Enable assignment of contributions and expenses Flease show up early, park in the back near the soccer field and dress
Public Event (Publish to web site) accardingly!
Tiart Time: 1/ 1/2017 08:00 AM B~ Flease share this event with your friends and on social media.
End Time: 1/ 1/2017 01:00 FM E~
[] Close Registration Before Event
CloseTime: | 1/ 1/2017 08:17 PM @~ |

Sales | Summary | Gallery | Setup | User |

Orders | Order Lines | Tickets |
BB New | [ Refresh | BT Sort T Format ~ S3Wrap | 9% Export (% Print | ) Pivot I

Orders [0 records found]

Purchaser
Order Date Purchaser Purchaser . Order Amount  Amount Promo
D Ordered  LastName  First Name ;’;ﬂ::'e Status WoElil | e Paid Open  Code LR SL

Logon = Joel Kristenson lbd Save | [ #SsveandClose | [ Print | |@Cancel |
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Click [Save] in the bottom-right and then navigate to Setup > Address.
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File - Edit - &) | & View Directory 0 View Page | New Event
Event Published Event Description
Event Name: 2017 Mew Years Day 5k Fundraiser % % :ﬁl h@ &
Calendar Category: [Fundraiser "] Welcome to our 20th annual new years day Sk!
Enable assignment of contributions and expenses Please show up early, park in the back near the soccer field and dress
Public Event (Publizh to web site) accardingly!
Start Time: 1/ 1/2017 08:00 AM O~ Please share this event with your friends and on social media.
End Time: 1/ 1/2017 01:00 PM E~

[ ] Close Registration |24 Hours = | Before Event

Close Time: | 1/ 1/2017 08:17 PM |

Address |Contact | Products | Promos | Web Customization | Logo / Banner | Email Response | Financial | Legacy Settings |

Address Precise Map Location

[] Publish Address Information Latitude: 00000000

Venue Name: Longitude: .00000000

Nation: nieiinies T Time Zone Location

Street Time Zone: (UTC-D6:00) Central Time (US & Car ~
City:

State or Territory: -

Zip Code:

County:

| Logon=  Joel Kristenson I[H Save ]bsaueandcme | [& Print | [@cancel |
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Check the box for ‘Publish Address Information’, enter the venue name and the location. If the check boxes aren’t activated, close and reopen the
event.
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File = Edit = | % | 0 |0 View Directory () View Page | 2017 New Years Day 5k Fundraiser [64]

Event Published Event Description

Event Name: 2017 Mew Years Day Sk Fundraiser ‘in % = h@ &

Calendar Category: [Fundraiser "] Welcome to our 20th annual new years day 5k!

Enzble assignment of contributions and expenses Please show up early, park in the back near the soccer field and dress
Public Event (Publish to web site) accordingly!

Stk Time: 1/ 1/2017 05:00 AM G~ Please share this event with your friends and on social media.

End Time: 1/ 1/2017 01:00 PM E~

Close Registration |24 Hours ~ | Before Event

Close Time: |].2_."].3_."2C|15 02:13 PM ‘

| Sales | Summary | Gallery | Setup | User |

Address | Cortact | Products | Promos | Web Customization | Logo / Banner | Email Response | Financial | Legacy Settings |

Address Precize Map Location
Publish Address Information Latitude: 00000000
Wenue Name: Cook County High School Longitude: 00000000
Mation: i
- b Time Zone Location
1 Street 101 5th Ave W Time Zone: |(UTC-06:00) Central Time (US & Car ~
City: Grand Marais
State ar Terntory: [Minnesuta [MIM] - 2
Zip Code: 55604
= | [Cood

Logon= Joel Kristenson [H Save ] ILESaveand Close ] [& Print l ’@Canc:el ]
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Navigate to the Contact tab, check the box for ‘Publish Contact Information’, and enter your contact info.
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File = Edit = | 3¢ | 0 |1 View Directory 1 View Page | 2017 New Years Day 5k Fundraiser [64]

Event Published Event Description
Event Name: 2017 Mew Years Day Sk Fundraiser 'ﬂu % =1 h@ &
Calendar Category: [Fundraiser '] Welcome to our 20th annual new years day 5k!
Enable assignment of contributions and expenses Please show up early, park in the back near the soccer field and dress
Public Event (Publish to web site) accordingly!
Start Time: 1/ 1/2017 08:00 AM B~ Please share this event with your friends and on social media.
End Time: 1/ 1/2017 01:00 PM @
Close Registration |24 Hours - | Before Event
Close Time: |].2_-"13_."2C| 16 02:18 PM |

| Sales | Summary | Gallery | Setup | User |

[ Address | Contact | Products | Promos | Web Customization | Logo / Banner | Email Response | Financial | Legacy Setings |
Cortact
Publish Contact Information

Organizer Name:  Trail Blazer Campaign Services

Email: support@trailblz.com
Phone: [866) 909-3700 2

Logon=  Joel Kristenson k) Save | [ #SeveandClose | [&5 Print | [@Cancel |
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Navigate to the Products tab and create your Tickets and/or Products under each of those tabs (shown in the two screenshots below).

Img 1 of 2 — Creating Merchandise

KNOWLEDGE BASE www.trailblz.com/kb 13



http://www.trailblz.com/kb

&\ TrailBlazer

Organize.Leverage. Succeed. How to Create an Event with Tickets and/or Merchandise — 2013 Upgrade

File ~ Edit - |>( | [ 7] |'@View Directory @Vim Page |201? New Years Day 5k Fundraiser [«64]I
Evert Published Event Description
Event Mame: 2017 Mew Years Day Sk Fundraiser 'ﬂn % = |E-P &I
Calendar Category: [FundrﬂiSEl "l Welcome to our 20th annual new years day 5k!

= 35s10 of butions and expenses Please show up early, park in the back near the soccer field and dress
Public Event (Publish to web site) accordingly!

Start Time: 1/ 1/2017 05:00 AM v Please share this event with your friends and on social media.

End Time: 1/ 12017 014 Create New Event Merchandise ltem E

[ Close Registration |24 Hours File ~ Edit ~ | X | i@ | 2

Gl Tne S

(@ Create an item speciic to this event.

[ Sales | Summary | Gallery | Setup [ )| ' Select existing fems from the global product st

Products | Promd)| | Merchandise tem

Reserved Seating Chart: < Mo R Description: Hooded Sweatshirt
Merchandise | Membership | Tic I - : 1
Capacity: 100 A value equals =~ Sold Out =
BB New |3 Refresh | BT Sort] = Fero vElle sanEs
Mazx Order Gity: 10
Lnit Price: 35.00

Merchandise [0 records found] I

Description

1 3] o

This product is considered shipped when ordered — no further
fullfillment is required

Logon = Joel Kiistenson 3&5?5“& | [DCencel |

Logon = Joel Kristenson i) Save | [ #SsveandClose | [ Print | |@cCancel |
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Img 2 of 2 — Creating Tickets
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File ~ Edit ~ |>< | L 7] |'@View Directorny @Vim Page |201T Mew Years Day 5k Fundraiser [64]|
Event Published Event Description
Event Name: 2017 Mew Years Day Sk Fundraiser ﬂn % = |‘P &I
Calendar Category: [Fundraiser "] Welcome to our 20th annual new years day 5k!

= EEsIg of butions and expenses Please show up early, park in the back near the soccer field and dress
Public Event (Publish to web site) accordingly!

Shartlime: 1/ 1/2017 05:00 AM = Please share this event with your friends and on social media,

End Time: 1/ 1/2017 01:N0-Bkd
Create Mew Event Ticket Type E
[7] Close Registration ] )

File - Edit - | )X | i@ | 2
Ticket Option

Price Level: [<No Venue Price Level> ']

Close Time:

Description: single Admission
Sequence: 1
Capacity: 500 A zero value equals = Sold Out =

Merchandiss | Membership =il Max Order Gty 10

Ticket T T — I Llﬁ“prui?stism!::ijdaﬂdsﬁppadv&muﬂaﬂd—mﬁrﬂ'ﬂ

Description This product is private and i1s not to be displayed on web Price Level Description

1 0
| Logon=  Joel Kristenson 3 w Save ﬂ@{:anoel ] |

i ] :
Logon =  Joel Kristenson ke Save ;_BSaveandClnse & Print @Can{:el
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Make sure to provide a capacity and max order quantity for tickets/products or they’ll display as sold out.

If you want to offer promo codes, create them under the Promos tab.
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File » Edit - | | |@View Directory @& View Page | 2017 New Years Day 5k Fundraiser [64] I
Event Published Event Description
Event Name: 2017 Mew Years Day 5k Fundraiser % B3 o |l & I
Calendar Category: [ Fundraiser - ] Welcome to our 20th annual new years day 5k!

& BasIgy of butions and expenses Please show up early, park in the back near the soccer field and dress
Public Event (Publish to web site) accordingly!

Start Time: 1/ 1/2017 08:00 AM @~ Please share this event with your friends and on social media.

End Time: 1/ 1/2017 01:00 PM E~

ez Repcluestion: Before Euent

Close Time: |12,"18,."2016 oziapm | © N e romoting =]
File -+ Edit » | > | @ |

| Sales | Summary | Gallery | Setup | User Promo Code: 2017RUN

Promos Description: 50% of total order

BB New | (@ Refresh |50 | Bl Wl 12n9/2017 @~
Expiration Date: 172017 [E-
Discount &mount. .00

Promo Code Descriptiol Discount Percent: W S

Percent
1 | active
u]

Pro

3= @ |

| Logon=  Joel Kristenson lld Save | [ #SaveandClose | [ Print | [@Cancel |
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Navigate to the Web Customization tab and record all the relevant information (basically everything in this tab is optional).
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Enter all the information that you want under the "Web Customization' tab.

File ~ Edit ~ X o0 | View Directory () View Page | 2017 New Years Day 5k Fundraiser [64]

Event Published Evert Description
Event Mame: 2017 New Years Day 5k Fundraiser b By 1) "
Calendar Category: [FundlﬁiSEl '] ‘Welcome to our 20th annual new years day 5k!

Enable assignment of contributions and expenses
[] Public Event (Publish to web site)

Please show up early, park in the back near the soccer field and dress
accordingly!

Start Time: 1/ 1/2017 08:00 AM [E~

Please share this event with your friends and on social media.

End Time: 1/ 1/2017 01:00 PM [El~

[[] Close Registration | 24 Hours ~ | Before Event

Close Time: |12_s13_s2016 D218 PM

| Sales | Summary | Gallery | Setup | User |

| Address I Contact | Products | F‘romoi] Web Customization [I_p

go / Banner | Email Response | Financial I Legacy Settings

Post Signup Redirect Page | Copy EventUrl |

Attribute Folder to Include on Event Signup Fage

Link Descripton: Return to Qur Home Page

Folder Name: [ <no folders -

Fage Url: http:/fwwwe trailblz.com
Optional Buyer Form Fields

Include Employer

Include Job Title

Include Comments

[7] Diszble Date/Time Display
[7] Disable Attendee Auto Responder Email
Emailed Receipt Instructions for Ticket Attendees

Flease bring a decent pair of running shoes, last year too many people
where flip flops and were injured,

Alt Comment label:  Please enter any medical conditions
[ ] Pre-check Email Opt-In

Optional Attendes Form Fields

Include Employer * Required

Include Job Title * Reguired

Include Address * Reguired

Emailed Receipt Instructions for Purchase Orders

Flease bring a decent pair of running shoes, last year too many people
where flip flops and were injured.

Tickets will be available at our will call booth but feel free to print yours,

(Optional Alternate Labels

Logon = Joel Knistenson

[l Save | [ j#Saveand Close | [& Print

| [@Coa ]

Ticket Description
Include DOB " Required Product Description
Include Ticket "will Call” Box Office Fick Up Venue Ticket Closed
Employer Description 20
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Add your logo under the Logo / Banner tab. Start by clicking the [Select Image] button.
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File » Edit » | 3 |« |0 View Directory 0 View Page | 2017 New Years Day Sk Fundraiser [64]

Event Published Event Description

Event Name: 2017 Mew Years Day S5k Fundraiser Y By = o

Calendar Category: lFundraiser '] ‘Welcome to our 20th annual new years day 5k!

Enable assignment of contributions and expenses Please show up early, park in the back near the soccer field and dress

Public Bvent (Publish to weh site) accordingly!

ST 1/ 172017 08:00 AM B Please share this event with your friends and on social media.

End Time: 1/ 1/2017 01:00 PM E~

Close Registration | 24 Hours = | Before Event

Close Time: |12_."13_."2C|16 02:18 PM |
|Sa]&a |5L.|mmary|Gallay| Setup |User | l

| |

Logo / Banner | Email Response | Financial | Legacy Seftings

& Undo [E) Redd SelectImage | Clear

Legon=  Joel Kristenson |L—_] Save | |@Sa*{e and Close | [& Print ] [@Canoel ]
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Either select an image you’ve previously uploaded to the System Gallery or upload a new one. Once that’s selected, click [OK].
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g —— T — — S e e A W
@ Gallery Browser -——

laEIrru::H:rrtFiIva Largelcons » | % Web Published |ImagePrEl.riew

4 Gallery Hi ]
Documents / E-Mail Attac

a4 Images Trail_Blazer...

Buttons & lcons
Event Images
Images for Standard ~

Social Media lcons
Trail Blazer Clip Art

If your image has already

been uploaded you can & FO‘.\"/B’GZGI' h

Organize. Leverage. Succeed.

select it. If not, you'll need

to first import the image
file.

' i | 3
g\T '|E| . Mame: Trail_Blazer_logo.png Dimensions: 236 x 60 Date Created: 121072016
I'B

Tl

Size: 4 Kb Date Accessed: 12072016
T

Once your image has been uploaded
and selected, click [OK].

KNOWLEDGE BASE www.trailblz.com/kb 24



http://www.trailblz.com/kb

& TrailBlazer

Ovganbn Leverage. Succaed How to Create an Event with Tickets and/or Merchandise — 2013 Upgrade

If you want to send a custom thank-you email (other than the receipt Trail Blazer automatically sends) you can select that under the Email

Response tab.

Important: If you select your own template the event registrant will ‘not’ receive the order receipt that typically goes out unless you add that
merge field into your template.
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File ~ Edit - X 0 | View Directory 0 View Page | 2017 New Years Day 5k Fundraiser [64]

Event Published Event Description

Event Name: 2017 New Years Day Sk Fundraiser ﬂn % = h@ & .

Calendar Category: ’FundlﬂiSEl '] Welcome to our 20th annual new years day 5k!

Enzble assignment of contributions and expenses Please show up early, park in the back near the soccer field and dress
Public Event (Publish to web site) accordingly!

Siart Timne: 1/ 1/2017 08:00 AM G~ Please share this event with your friends and on social media.

End Time: 1/ 1/2017 01:00 PM E~

Close Registration |24 Hours ~ | Before Event

Close Time: |12_."].3_-"2':| 16 02:18 PM ‘

| Sales | Summary | Gallery | Setup | User |

| Address | Contact I Products | Promos | Web Customization | Logo / Banne | Email Response | Financial | Legacy Settings
Template: [-< Mo Email Template = ']

(Template Preview) Email Receipt \

Important: if you don't select one of your custom

email templates Trail Blazer will automatically send

out an order receipt. If you do select your own template
the order receipt will not be included 'unless you add
that merge field into your template’.

Logon=  Joel Kristenson k) Save | [ #SaveandClose | [ Pint | [(@Cancel |
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Under the Financial tab you have a few options:
- Set a fundraising goal (this column will display by default in the Events list so you can track your progress)
- Make all money for the event eligible for exclusion from query results (useful if you’re not counting the money as tax-deductible)
- Enable the event for recurring payments, which you can further configure under the Recurrence sub-tab
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Check this /’
ONLY if you

want the money
for this event

to be excluded
from donation
reports. Typically|
if the payments
aren't tax-
deductible.

File = Edit = | < | «0 |0 View Directory () View Page | 2017 Mew Years Day 5k Fundraiser [64]

Event Published Event Description
Event Name: 2017 Mew Years Day 5k Fundraiser ﬂu I% ) »ﬂ &
Calendar Category: ’Fundlaiser '] Welcome to our 20th annual new years day 5k!
Enzble assignment of contributions and expenses Please show up early, park in the back near the soccer field and dress
[] Public Event (Publish to web site) accordingly!
Start Time: 1/ 1/2017 08:00 AM B~ Please share this event with your friends and on social media.
End Time: 1/ 1/2017 01:00 PM E-
[[] Clese Registration |24 Hours ~ | Before Event I
Close Time: 12/18/2016 02:18 PM |
| Sales | Summary | Gallaryl Setup | User |
——
| Address | Contact | Products | Promos | Web Customization | Logo / Banner | Email F{&aponsel Financial '_egacj S&ttingsl

Setup

Remave This Event From Donation Clusly el
[] Receipts from this event are ELIGIBLE for exclusion from donams

Financial

Note: Fundraising Gol is used for options further under the '‘Recurrence'’
event "Money Bomb Tickers™

Fundraising Goal: 5,000.00 ta b'

Allowed payment type for event \

\wiarning: Take caution when configuring this feature. Mixing donations WITH .

tickets/preducts when recurring payments are enabled for example: weekly,

maonthly, annually etc. will result in unwanted LARGE credit card payments. The SEt a fundrals' ng goal to traCk
intention of this option is to allow an entire order of tickets/products to be divided

into monthly payments. An example of this would be for registration or your Progress. Typical for .euentsl SUCh

memberships, paid over a period of time.

() All purchasable items and donations will be eligible for installment payments.

Recumrence

[J=duct from Donations)

If you turn on the option for recurring
payments you can configure those

as capital campaigns, or direct mail campaigns

(@ {System Default) No installment payments are alowed on this event.: that aren.t pUinShEd to the WEb (internal)'
Logon=  Joel KristeWgon IL—_I Save ”@SaveandClnse ”& Print H@Canoel l
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The last tab is called Legacy Settings. You can ignore this as its being phased out in the future and only affects customers using the old version of
the events system (prior to 2013).

Once you're finished customizing the event, check the box in the upper-left to make it public and then click [Yes].

KNOWLEDGE BASE www.trailblz.com/kb
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File = Edit ~ | 3 | @) |1 View Directory 0 View Page | 2017 New Years Day 5k Fundraiser [64]
Event Published Event Description
Event Name: 2017 MNew Years Day 5k Fundraiser ‘in % m h@ &

Calendar Category: [Fundlaiser ‘] ‘Welcome to our 20th annual new years day 5k!

Enable assignment of contributions and expenses Please show up early, park in the back near the soccer field and dress
Public Event (Publish to web site) accordingly!

Start Tirme: 1/ 1/2017 08:00 AM @~ Please share this event with your friends and on social media.

End Time: 1/ 1/2017 01:00 PM E~

Close Registration |24 Hours | Before Event

Close Time: 12/18/2016 02:18 p# =

Publish this Event?

| Sales | Summary | Gallery | Setup | U

| . | Cantact | P : | F‘mmosll @ Mote: By select 'Public Event' you will be publishing this

information to the Internet. Would you like to continue?

Click to Attend label:
Disable, Wwhen |s Event 2 E Yes ; ’ Mo

Disable, Wwill You Attend

Disable, Participant Role

Imvitation, Sent: 12/20/2016

Logon=  Joel Kristenson [L—_I Save ][@Saveand(:lme ”& Print H@Cannel ]
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Click [Save] in the bottom-right and then click the [View] page button at the top which will open the event in your web browser.
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2

File - Edit - | % | @ & View Directond @& View Page | 2017 New Years Day 5k Fundraiser [64]

Event Published Evert Description

Event Mame: 2017 Mew Years Day Sk Fundraiser ﬂn % :::_ h@ &

Calendar Category: [Fl-lﬁdfﬁiiﬂ "] Welcome to our 20th annual new years day Sk!

Enable assignment of contributions and expenses Please show up early, park in the back near the soccer field and dress
Public Event (Publish to web site) accordingly!

Start Time: 1/ 1/2017 08:00 AM B~ Please share this event with your friends and on social media.

End Time: 1/ 1/2017 01:00 PM E~

Close Registration |24 Hours ~ | Before Event

Close Time: |].2_."].3_."2C| 16 02:18 PM |

| Sales | Summary | Gallery | Setup | User |
| Address | Contact | Products | Promes | Web Customization | Logo / Banner | Email Response | Financial | Legacy Settings

Click to Attend label: Registration reguired (RSVF)

Disable, \When Is Event Payment required before Attendee is Added
Disable, Will You Attend

Disable, Participant Role

Invitation, Sent: 12/20/2016

1

Logon=  Joel Kristenson [L—_I Save ] | ¥ Save and Close ”& Frint H@Canoel ]
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My example is below. It’s a good idea to run some test purchases to make sure everything operates as you intend (you can create a free ticket
and/or product for this purpose and delete the purchase order after the fact).
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Example published event. The event system is mobile-friendly and will render to smaller screen
sizes such as a tablet or phone.

Powered by
&\ railBlazer share: EIE@OEE ¢ o

& TrailBlazer

Organize. Leverage. Succeed.

Sunday January 01, 2017 8:00 AM to 1:00 PM
Cook County High School
101 5th Ave W Grand Marais, MN 55604

Ticket Information When and Where
(0]
DESCRIPTION PRICE QUANTITY -
Map Satellite
Single Admission £50.00 _
0 E| =
W.2nd St
Product Information ,
DESCRIPTION PRICE Q 1st St 1st St o
Hooded Sweatshirt $35.00 a
0 E| =] e 2 = B
= = =r T =
= =
zZ 2 Z > §
= = = @ =&
! P + iC
Payment Options

Angry Trout Cafe & | - |

visA| @B | == =R .0, Soz!

Map data 82016 Google | Terms of Use | Report a map emrar

Order and Register Cook County High Schoal
101 5th Ave W

Grand Marais, MN 55604

Description Sun, 01 Jan 2017 8:00 AM to 1:00 PM
Central Standard Time

Welcome to our 20th annual new years day 5kl
Add to my Calendar

Please show up early, park in the back near the soccer field and dress accordingly!

Please share this event with your friends and on social media. Organizer

Trail Blazer Campaign Services
c‘ 866-002-8700

S support@traiblz.com
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When you're finished creating the event you’ll need to copy the web address (URL) which is what you’ll use to publicize the event by mass email,
snail mail, social media, and when linking it to your website so people can register.

When you're finished creating the event you'll right-click and copy this web address which
is what you can share on social media, in mass email campaigns, and link to your website.

E=NEER )
@ http://trailblz.com/kb/ * I3 Trail Blazer - YouTube X | Trg#Elazer x \ +
& OUR https://www.trailblz.info/demononprofit_joel/eventcomplete.aspalevegidof {f E + @ -ﬁ #2 | - =
Undo
[0 TBZ
I h i
€ TrailBlazer stab: Cony {IE
Paste
! Paste & Go B ™
&\ TrailBlazer
N Organize, Leverage. Succeed.
Select All
Sunday January 01, 2017 8:00 AM to 1:00 PM
Cook County High School
101 5th Ave W Grand Marais, MN 55604
| Ticket Information When and Where
2 |
DESCRIPTION PRICE QUANTITY
Map Satellite
Single Admission £50.00 )
z
W.2nd St
Product Information P
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As orders come in they’ll display under the Sales > Orders tab.

File ~ Edit - x Y Q‘u"iewDirectory Q‘u’iewpage 2017 New Years Day 5k Fundraiser [M]I

Event Published Event Description
Event Mame: 2017 Mew Years Diay Sk Fundraiser '* % W ‘"@ &
1

Calendar Category: [Fum:llaiser "] Welcome to our 20th annual new years day 5k!

Enable assignment of contributions and expenses Please show up early, park in the back near the soccer field and dress
Public Event (Publish to web site) accordingly!

T 1/ 1/2017 08:00 AM B Please share this event with your friends and on social media.

End Time: 1/ 1/2017 01:00 PM E

Close Registration Before Event

Close Time: |].2_f'1.8_f'2016 02:18 PM

Sales | Summary | Gallery | Setup | User |

Orders Lines | Tickets |

- S5 & i i
&L New Refresh @ Sort @ Format - =3 Wrap E Export & Print @ Pivot |
Orders [1 records found]

Purchaser
Order  Date Purchaser Purchaser Purchaser . Crder Amount Amount Proma
(a3 Ordered i} Last Mame First Name ;ﬂ;::ndge Status dmount Payment Type Paid Open Code Buyestemment

12/20/2016 | 15310 Ortega Amandcio Open 605.00 | VISA 605.00 00 Addicted to money.
00

You can also query for the attendees from the Contacts (Voters/Donors) list.
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Querying for event attendees from the Contacts (Voters/Donors) list.

9 Settings  Help
Application Menu «|| <32 Search . Reset | 4k New =T File + Edit - |« | §gInclude Other | Contacts
Bxa (@ —
laste FavodesleﬁdlMd’&slebusﬁddled’ elCa"lvassIFlelationlContrM elFledgt & Evert | bales |Log |M’m |SQL |
I Dashboard
I+ @ Organization | D |
b 8 Calendar/Tasks g 1] Events [l Rswe Attend? Financial
> 8 Canvassing [ 2014 - Pledge Drive <o [EYes = Yes =2 [ Contributed | 1z
4 G Contact 7] 2016 - Pledge Drive - Direct Mail (USPS) T EINe T No |7 Pledged =
[EE Contacts [ 2016 - Spring Capital Campaign E | maybe LN Don'tKNow | % | Neither %
&) Addresses [ 2016 (}.Iebrlt\‘r GDIfTDurnarnent E| ] MNene o) & o)
= N LS ’~ - /-
@ Households El 2 2
[ Contact Relationships / ; 21stAnnual GDIfTDurnament P ‘E' E’ ‘E’
o | 5 K Aruna Run - Portland
i ‘s Contributions/Pledges 71 Become 2 Member ~|
& % Product Sales —
2 Logs
> 2% Communications
& & Finandial
[ % System Manager
EE Edit @Sort @Format - 53 Wrap DE Export & Print @ Summary D] B

Contacts [ 224 records found ]

I~ Last Name First Mame Street City State (Z:igde Home Phone Email

94 I Allmann Christine ” 183 Malcolm Ave SE [ Minneapolis MM 55414 [612) 3316321
160 Anderson Jahn " 6580 132nd StW Apple Valley 55124 [952) 4325720
284 Asmussen Elizabeth " 5412 Irving Ave 5 Bloomington MHN 55431 [¥63) 2219114
352 | Bamiet Margic | 509 10th Ave NE Stewartville T |06500 | (507) 5335028
384 Barron lillian || 404 Mason 5t Marshall MM 56258 (507) 529-9919
461 Beckwith Jeanette " 808 1st Dr NW Austin MM 55912 (507) 4333221
505 Eenscoter EBrent " 920 Oak Grove Ave Detroit Lakes MHN 56501 [(218) 844-T935
@56 Bielland Margarethe " 31554 Us Hwy 169 Penailly MM 55775 (218) 247-7637
659 Biorgo Dennis || 3929 M Enchanted Dr MW Andover MM 55304 [763) 4219010
70 Bliven Gail " 2234 Douglynn Ln St Paul MM 55119 (651} 739-3929
140 Eoettcher Pamela " 717 Paine Dr Paynesville MM 56362 [320) 243-7033
768 EBoll Andrea " 6975 Delarosa Ct Inver Grove Heights | MN 55076 [651) 330-5525
857 Braun Robert || 37371 185th fve Avon MM 56310 [320) B45-7838
934 Erown Elizabeth " 2809 Wimbledon Rdg Woodbury MM 55125 (B51) 739-5729
970 Bruhn Pamela || 45531 385th Ave Frazee MM SE544 [218) 346-7635
938 Bujanavich Rachel " 4340 Blue Bird Ln ME Blackduck MM 56630 (218) 835-6027
1080 Evyers Jamig " 919 3rd St NE Faribault MM 55021 [507) 332-5125
1137 Carlsan Angela " 9752 Squire Ln Eden Prairie MM 55347 (952) 941-7735
1186 Carrall Craig || 114325 Ashbury Cir N Champlin PN 55316 [763) 3239611
1212 Casper Manoy " 100 Mevada St Northfield MM 55057 (507) 645-7736
1245 Chance Elaine " 17091 Cedarcrest Dr Eden Prairie MM 55347 [952) 9375122
1283 Chisholm Rocky " 206 18th Ave W Eveleth MM 55734 (218) 744-7933
1300 Christianson Donna " o606 10th Ave NW Austin MM 55912 [507) 4335423
Fi Il

1309 Christopherson Term 87 Highwav 169 Virginia N 53792
T T T
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The related resources below link to a wide variety of articles and videos that will teach you how to fully utilize the event tools in your database.

« Tip: Plan your events early and test thoroughly. It's never a good idea to wait until the last minute to learn how the event tools work if it’s your
first time using them. Call our live support if you need a hand with any of this.

0979

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources
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Related Resources

Article: How to Duplicate an Event — Save Time by Not Re-Creating Everything from Scratch

Article: How to Setup Different Payment Schedules for Events or Memberships — Ex (Monthly, Quarterly, or Bi-Weekly)

Article: How to Create Custom Email Responders for Specific Events — New 2016 Feature Upgrade

Article: How to Print or Re-Print Event Tickets and Event Order Receipts from your Database

Article: Purchase Orders — Manually Enter an Order for Tickets, Products, or Memberships from within an Event, and Record the Related

Contribution Record

Article: Events 2014 — Part |
Article: Events 2014 — Part II
Article: Web site signup < iFrame >

Article: Setting the Time Zone in your Trail Blazer Database

Article: Configure Website

Article: Email Notification of Web Occurrences

Article: How to Delete an Event Purchase Order and the Linked Donation Record (Typically for Refunds or if a Mistake Occurred or if Data needs to

be Moved)

Article: How to Add a Logo to an Event Page — 2015 Feature Upgrade

Article: How to Setup and use Promo Codes with Events (All Available Options)

Article: Add a Background Image to an Event
Video: Events 2013
Video: Events — Remove Person from Event

Video: Events — pay for an event online
Video Playlist: Events 2013
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Trail Blazer Live Support

© Phone: 1-866-909-8700
® Email: support@trailblz.com

E? Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live
interactive trainings.

* This service is included in your contract.
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