Advanced Guide to Events Management
How to Access the Dashboard

Log In and select the Dashboard icon
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Events: View all of the future troop events
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Future events s
Title

Santa Cruz Overnighter

Angel Island Service Project

Windy Hill Day Hike

Stanford Football Oregon

Test Event — Draft

Camping and Kayaking — Draft

Stanford Football Washington Fri

Veteran's Day Parade

Stanford Football CAL

Mark your calendar - Zade Lobo Eagle COH

Stanford Football Notre Dame

USS Hornet Overnight

Zie

View all categories & Filter
Location

Santa Cruz Beach Boardwalk
400 Beach Street - Santa Cruz

Angel Island State Park
Angel Island State Park - Tiburon

Windy Hill Open Space Preserve
Skyline Bivd. - Portola Valley

PS7 Knight Mgmt Bidg.
655 Knight Way - Stanford

None
None
PS7 Knight Mgmt Bidg.

655 Knight Way - Stanford

Winchester Light Rail Station
2400 Winchester Bivd - Campbell

PS7 Knight Mgmt Bidg.
655 Knight Way - Stanford

St. Thomas of Canterbury
1522 McCoy Ave - San Jose

PS7 Knight Mgmt Bidg.
655 Knight Way - Stanford

USS Hornet Museum
707 W Homnet Ave, Pier 3 - Alameda

Location

Date and Time

October 13, 2017
All Day

October 14, 2017 - October 15, 2017
12:00 AM - 11:59 PM

October 14, 2017
8:00 AM - 3:00 PM

October 14, 2017
4:15 PM - 11:45 PM

October 31, 2017
12:00 AM - 12:00 AM

November 3, 2017 - November 5, 2017
All Day

November 10, 2017
2:30 PM - 10:00 PM

November 11, 2017
8:30 AM - 3:30 PM

November 18, 2017
2:30 PM - 10:00 PM

November 24, 2017
6:00 PM - 9:00 PM

November 25, 2017
2:30 PM - 10:00 PM

March 24, 2018 - March 25, 2018
All Day

Dateand Time
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Search Events

12 items

Owner

Liz Hasenberg Bookings - Booked: 5/100

Ed Bangle Bookings - Booked: 16/45
Liz Hasenberg Bookings - Booked: 1/10
James Metcalf Bookings - Booked: 7/16
Venka Somayaii
Liz Hasenberg
James Metcalf Bookings - Booked: 15/16
Garry Allen Bookings ~ Booked: 13/100
James Metcalf Bookings - Booked: 11/16
Allwyn Lobo
James Metcalf

Bookings - Booked: 8/16

Donald String Bookings ~ Booked: 2/100
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Add an event (an alternative method
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& Enter title here When N
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From to
Events
‘Add Event 0] Add Media | Insert Download visual  Text
Event Categories File v Editv Insertv Viewv Formaty Table v Tools v Event starts at 12:00 AM  to
Locations 12:00 AM Al day

paragraph v B I 66 P R =

Recurring Events

“This event spans every day between the
Cantarell v 12pt v v
- antarel P! E- 0 beginning and end date, with start/end
times applying to each day.
Coupons Manager
& Profile Publish B

© Collapse menu Save Draft Preview

9 Status: Draft Edit
@® Visibility: Public Edit
fifl Publishimmediately Edit

+ Duplicate Event

Event Categories N

Word count: 0

Where
All Event Categories  Most Used
Location Name:

W Location not found
Bear Paw

Create a location or start typing to search a previously created location. Boardwalk

Address: . Camporee
City/Town: N Community Service

State/County: Fundraising
Stanford Football
Postcode:

Court of Honor




Event Categories: Manage all categories for events
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O Bt Event Categories

0] Media Search Event Categories
& Events Add New Event Category Bulk Actions 4| | Apply —
e (e Name Description Slug Count D

(T Bear Paw bear-paw 0 14

The name is how it appears on your site.
Event Categories

Locations Slug

Recurring Events Boardwalk boardwalk 1 12
The “slug” is the URL-friendly version of the name. It is usually all lowercase and

Bookings

contains only letters, numbers, and hyphens.

Coupons Manager
Parent Category.

Camporee camporee 0 13
— None &
& Profile
Assign a parent term to create a hierarchy. The term Jazz, for example, would be the
© Collapse menu parent of Bebop and Big Band. ) 3
Community Service community-service o 10
Description
— Fundraising fundraising 1 38
p
The description is not prominent by default; however, some themes may show it. — Stanford Football stanford-footbal 6 6
Color
#FFFFFF
Choose a color for your category. You can access this using the Court of Honor Cotorlionoy g 58
#_CATEGORYCOLOR placeholder.
Image
General Outings general-outings a7
Choose/Upload Image
Choose an image for your category, which can be displayed using the — Canoeing canoeing 1 34
#_CATEGORYIMAGE placeholder.
Add New Event Category
— Fishing fishing 0 36

Locations: Manage all locations for events
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@ Dashboard Locations  Add Location

0] Media All (14) | Published (11) | Drafts (3) | Trash (2) Search Locations
& Events Bulk Actions 4 Apply | Filter P
Events Title Address Town State Country

Add Event Angel Island State Park Angel Island State Park Tiburon cA us
Event Categories

Locations

Boulder Creek Reservation 14545 Bear Creek Road Boulder Creek CcA us
Recurring Events
Bookings
Burney Falls State Park 24898 Hwy 89 Burney cA us
Coupons Manager
& Profile Korbel Visitor Center 13250 River Road Guerneville cA us
© Collapse menu
Prince of Peace 12770 Saratoga Ave Saratoga CcA us
PS7 Knight Mgmt Bldg. 655 Knight Way Stanford CcA us
Santa Cruz Beach Boardwalk 400 Beach Street Santa Cruz CcA us
St. Thomas of Canterbury 1522 McCoy Ave san Jose cA us
USS Hornet Museum 707 W Hornet Ave, Pier 3 Alameda cA us
Winchester Light Rail Station 2400 Winchester Bivd Campbell cA us
Windy Hill Open Space Preserve — Draft Portola Valley ca us
Windy Hill Open Space Preserve Skyline Blvd, Portola Valley CA us

Windy Hill Open Space Presrve — Draft Portola Valley ca us




Bookings: Manage and approve event bookings
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@ Dashboard Event Bookings Dashboard

9] Media Recent Bookings

Events @ ¥ Future events 4 20Rows 4 Confirmed 4 Fiter Displaying1-200f78 1 2 | 3 4 Next»

Add Event Name Event Spaces Status Total

Event Categories
James Metcalf Stanford Football Oregon 1 Approved $0.00 Reject | Delete | Edit/View

Locations

Recurring Events Marcus Metcalf Stanford Football Oregon 1 Approved $0.00 Reject | Delete | Edit/View

Bookings James Metcalf Stanford Football Washington Fri 1 Approved $0.00 Reject | Delete | Edit/View

Coupons Manager
Marcus Metcalf Stanford Football Washington Fri 1 Approved $0.00 Reject | Delete | Edit/View

& Profile James Metcalf Stanford Football CAL 1 Approved $0.00 Reject | Delete | Edit/View

o Collapse menu Marcus Metcalf Stanford Football CAL 1 Approved $0.00 Reject | Delete | Edit/View
James Metcalf Stanford Football Notre Dame 1 Approved $0.00 Reject | Delete | Edit/View
Marcus Metcalf Stanford Football Notre Dame 1 Approved $0.00 Reject | Delete | Edit/View
Ben Purse Stanford Football Washington Fri 1 Approved $0.00 Reject | Delete | Edit/View
Llewellyn Diez Stanford Football CAL 1 Approved $0.00 Reject | Delete | Edit/View
Ben Purse Stanford Football CAL 1 Approved $0.00 Reject | Delete | Edit/View
Llewellyn Diez Stanford Football Notre Dame 1 Approved $0.00 Reject | Delete | Edit/View
Erika Kreis Stanford Football Washington Fri 1 Approved $0.00 Reject | Delete | Edit/View
Kyle Krels Stanford Football Washington Fri 1 Approved $0.00 Reject | Delete | Edit/View
Himanshu Patel Stanford Football Oregon 1 Approved $0.00 Reject | Delete | Edit/View
Himanshu Patel Stanford Football Washington Fri 1 Approved $0.00 Reject | Delete | Edit/View
Himanshu Patel Stanford Football Notre Dame 1 Approved $0.00 Reject | Delete | Edit/View
Ed Bangle Veteran's Day Parade 1 Approved $0.00 Reject | Delete | Edit/View
Ben Purse Veteran's Day Parade 1 Approved $0.00 Reject | Delete | Edit/View

Mibir Somava Angel Island Service Proie 1 Approved 5000 Beiect | Delete | Edit/Vicw




