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1 Events

1.1 Events overview

When clicking ‘Events’ in the main navigation bar along the top of the site, you will land on the
events list page, which displays upcoming events. Filters can be found on the left hand side of
the page and a search bar can be found above the events list.

Search events

*C;uims [« N RF%" n & i A m o

Paople Updates & Alerts Members Working Groups Fibis Evenis ANnoUNCeMents E-learning Massages

Events T =—=—+— Create event
vl elal

Asia Regional BAOBAB Il and Communications Training Q.

o o0

E
Event filters — I
|
g
i
i
L

5

- -

Events main page

1.2 Finding events

Events can be filtered by category. By default, ‘All Categories' is selected.
Events can also be filtered by status. By default, ‘All Events' is selected.
Refault Other status types include: Attending, My Events, Draft, Cancelled and
Public Archived.

All Categories

Event Status

By default, upcoming events are displayed. It is possible to modify the

R display to show the most recently added events or past events. Use the
iy o toggles located above the events list to the right. By default, events are
Event o sorted by creation date. It is possible to sort events alphabetically by

e 2} clicking ‘A to Z'.
Cancelled &)

Use the search bar to search for events by keyword. Insert a keyword
it o into the search bar and click the ‘Search’ icon.
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1.3 Viewing events

To view the details of an event, simply click on the image or title of the event you wish to view.
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List of users
going to event
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Asla Regional BAOBAB Il and Communications Training snow confirmed 1o be fram the 26th te
the Z8th of June 2017 in lon the 2%th and dep on the 30th). This training
will includeat least 4 hands-on sessions on the new BADBAR intranet system of
Caritasinternationalis and 5 sesslons on communications (please watch aut for thelist of
passible topics that you can choose from far the Communications

training). just like what we did in eur firss BAQBAB training in 2014, the

training will possibly also include an exposure visit to one of the

communications/media outlets in Thailand (Le. TV ctation, HQ of 3 national

print media, etc.).

The expected partidipants for this event will be eommunicationsefficers and/or the persen/s whe Event detai/s
will be in charge of the BAGRAR |l in your
organization. The ghobal panners present in Asia are also welcome totake part in this training.

In anather email, we will give you mare details of thisevent, and send you the registration form to be
filled up by your

participantss, For now, we kingly ack you to take note of the confirmed

dates - 26th to the 29th of June 2017 in Bangkek (arrival on the 25thand departure en the
30th), and select your participant/s. | you have anyquestionsiclarifications regarding this event,
please don't hesitate to email

us back.

An event page
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2 Joining events
2.1 Join an event

To join an event, click Yes I'm going from the event details page.
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the 29th of June 2017 in gk I on the 25th and dep on the 30th). This training

gl Caritas Internationalic - Francesca
ﬁ 8 = Asla Regional BAOBAE Il and Communications Tralning snow confirmed to be fram the 26th to
ﬂ o Carlew will includeat least 8 hands-on sessions on the new BADBAR intranet system of

Caritasinternationalis and 5 sesslans on communications (please watch out for thelist of
possible topics that you can choose from for the Communications

training. just like what we did in cur first BAOBAB training in 2014, the
training will possibly alio includé sn expoiure visit to one of the
cammunicatione/madia sutlete in Thailand (Le. TV etation, HQ of 3 national
print media, 1)

The expected partcipants for this event will be communicationsefficers and/er the persen/s who
will be in charge of the BAGBAB |l in your

organization. The giobal panners present in Asia are also welcome totake part in this training

In another email, we will give you more details of thisevent, and sand you the registration farm to be
filled up by your

participantss. For now, we kindly ack you to take note of the confirmed

dates - 26th to the 29th of June 2017 in Bangkek (arrival on the 25thand departure en the
20th), and select your participant/s. Il you have anygquestions/clarifications regarding this event,

please don't hesitate to email
us back,

AT I TR T T T |

Some events may allow you to bring a certain number of guests (friends and family). If this is
allowed, select the number of guests you will be bringing from the drop down list. You will only
be able to select up to the maximum defined by the event organiser. If guests are not allowed,
this field will not appear.

Submit a note to the organisers
Confirming your attendance (optional) and click Confirm. Your
name will then be displayed under
the ‘Who's Going' list.

Note to organisers (optional)

Cancel Confirm

Yau are going to this event
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2.2 Editing or cancelling a booking

To edit or cancel a booking, click Edit/Cancel your booking from the event details page.
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Modify your booking details as needed. Alternatively, click ‘Pull out from this event’ to cancel
your booking.

Edit your booking

Nate to organisers (optional)

Pu,ltlo.'gtef‘cggz_ 4~ Pull out from this event Cancel
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3 Creating events

3.1 Create event

To create a new event, click the ‘Create event’ button to the top right of the events main page.
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Complete the details as required.

Title: Insert the event title/name.
Category: Select the appropriate category from the list.

Tags: Enter the tag names required, separated by a comma. Popular tags are displayed
under the tag field. For more information on tags, please see the Tags Guide.

Organiser: By default, the organiser of the event is the person creating it.

Cover image: Click Choose file to upload an appropriate cover image for the event.
Alternatively, use the Crop tool to resize the image.

Date & Time: Specify the date and time of the event.
o Full day: Tick the checkbox if the event is all day. The time fields above will disappear.
o Repeat: Tick the checkbox to schedule the event at a set interval until a specified date.

Webinar/Online event: Tick the checkbox if the event is scheduled to take place online,
i.e. the eventis not in a physical location. If ticked, the location field below will disappear.
o Joining Details: If 'Webinar/Online event' is ticked, an additional field will appear labelled
‘Joining Details’. Anyone signed up to the Event will receive an email containing these
joining instructions. The joining instructions will also be displayed on the event details

page.

Location: Specify the location of the event. This field integrates with Google Maps and
a map of the location will be displayed. Remember, this field will not be displayed if
‘Webinar/Online event’ was ticked.

Event details: Insert the event details.
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Events © Create a new event

Create a new event

Title *

Category *

Tags

Organkser *

Bate & Time *

Location

Event details *

Training Event

Approval

Attachments
‘ Participants

‘ Permissions

Status

@
Please select.. §
*
popular tags: Caritas, test, Ea
Joe Bloges w v Browse
| ]
Choose File 1o il selectid
wnner file | Crop
B 06062017 17:00 1730 B 06062007
Full day
Repeat
This is a Webinar/Online event
# B 7 U F x x EMAL 0o [SOURCE]

This event will be recorded inuser’s training recond

© Mot required

By line manager / supenvisor

By users with "Manage Booking” permissions

Choase file Select from pre-uploaded..,

Limited @ Undimated

Private (Participants will not be displayed)

Wiew only

Can join

1£an Manage Booking
Edit this event

Delete

X View effective permissions

Draft H

ki m

Display this Event 31 the top of the Upcoming Events list

Send an email invitation/cancel ation/updates 1o users who can sign-up

“ o

Caritas Community - User Guide

Page 7



Approval: Here you can select whether interested attendees will need approval to join the
event. You can choose to have no approval needed, approval by line manager/supervisor
or approval by users with manage booking permissions.

Attachments: Click ‘Choose file’ to upload relevant attachments.
Participants: Select ‘Limited’ or ‘No Limit' (default).
e Total capacity: Insert the maximum number of people who may attend the event.

e Friends or family: Tick the checkbox to allow people to bring friends and family and
insert the maximum each person may bring.

e Waiting list: Tick the checkbox to allow a waiting list and insert the maximum number
of people who may be added to the waiting list.

e Private: Tick the checkbox to make the guest list private so other attendees cannot see
who else is attending.

Participants © Limited Unlimited
Total capacity people
Allow each user Lo bring up to friends or family
Allow waiting list up to people

Private [Participants will not be displayed)

Permissions: Select the appropriate users or groups of users and then select their level of
rights by ticking the relevant checkboxes: View only, Can join, Can Manage Booking, Edit
this event, Delete

Status: Select the appropriate status of the event: Draft (default), Live, Cancelled, Archived

Once all event details have been completed, click Submit.

3.2 Edit event

To modify an existing event, click ‘Edit’ from the event details page.

If the event you are modifying is a repeatable event, you will have the option to edit the single
event or the whole sequence.

Edit the event details as required, following the steps in section ‘3.1 Create event'.

Caritas Community - User Guide
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3.3 Delete event

To delete an event, click ‘Delete Permanently’ from edit mode and then click ‘OK’ to confirm.

Display this Event at the top of the Upcoming Events list

—| Send an email invitation/cancellation/updates to users who can sign-up

) Delete Permanently
Submit Cancel Delete Permanently button

TIP: If you are deleting a repeatable event, clicking Delete Permanently from edit mode,
either when editing the single event or the whole sequence, will delete the entire event.
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4 Managing bookings
4.1 Add users

To manage the attendee list, click on the green users joined button from the event details page.
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Users who have joined the event will appear in the list. It is possible to register users for the
event on their behalf, by selecting the required user and clicking ‘Add Attendee’.
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4.2 Delete users

To delete a booking, click the ‘trashcan’ icon to the right of the user you wish to remove from
the event and click ‘OK’ to confirm.
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