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Similar to the CRM system, the
Events Management SBA Events
Calendar displays the U.S. map.

In Events Management the user is

now able to click on different area
< of the U.S. map or use the
dropdown to see the listed events
within the selected state.

Users now have access to social
sharing features such as messenger,
Facebook or Twitter. Users will now
be able to share event info with the
click of a button.

Newly created events display at the
bottom of the SBA Events Page.

Note: Events that occurred in the
past will not display in this section.




Eve nts M a n age m e nt Da Sh boa rd On the Dashboard page, Event Managers have access to a

plethora of tools for creating/editing/ managing events

The Dashboard can be accessed via the SBA Events Calendar from
the top of the page, or via the events URL:
http://events.sba.gov/Events/wp-admin/ (This will only be
accessible to users with editor-login-credentials)



http://events.sba.gov/Events/wp-admin/
http://events.sba.gov/Events/wp-admin/
http://events.sba.gov/Events/wp-admin/

Creating a New Event

Event Managers can create new events by selecting
+ New = Event from the top menu of the
Dashboard page (this option is also available on the
SBA Events Calendar page), or by selecting Events
—>Add New from the left-hand menu.

Upon selecting either of the latter options, the New
Events Form will load.
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The red asterisks on the form below indicate fields that should be completed for
successful generating of an event and registration form. After the appropriate fields have
been completed the user can select either Save as Draft, Preview Changes, or Publish.
Note: Within Categories (located on the right-hand side) Events Managers can identify
the Event Type: Conference, Demonstration, Live Event or Webinar.




Published Event

The new event will
be listed under its

assigned state and
region.

Newly published events display at the bottom of the SBA Events Calendar page.
Perspective registrants will can access even information and register by selecting “Find
out more...” at the bottom of the event post




Event Post and Registration Form

< Event Region & State: This information must
< I be provided for the generating of a map.
Event Title
4 I [
I | Event Excerpt I
|
: I | Time of Event
—
Event Venue
< |
| Event Address
Event Organizer’s Name and Contact
Event Description
< Event Registration form
Note: A registrant can only register for an event once. Upon
O Select this check attempting to register multiple times for an event a notification will
box to receive come up confirming previous registration.
email notification




Event Registration Confirmation

Event editors have the option to create a custom registration
confirmation message. Upon registering, the registrant will
immediately see a confirmation message, and also receive an
email confirmation.




Save Event to Calendar

Registrants can download an event to their calendar by
selecting “Download Event to Calendar” from the bottom of
the Event.

Event details will be populated into the calendar. After saving,
the new event will display on the registrants calendar.

Calendar View

ﬁ| H L L |; Event Registration Demo I - Appointment

ﬁ Appointment Insert Farmat Text Review

— Subject: | Event Registration Demo II

Location: |409 3rd 5t, 5W, Washington DC 20416

Start time: |Fri 2/26/2016 - |B:ﬂﬂ AM - ﬁllday event
Endtime: | Fri 2/26/2016 - |9:00 AM -

OCIO Event Registration Demo

409 3rd 5t, SW. Washing




Google Map

In addition to receiving the event details, registrants can click on the
event map (which is generated via the address provided on the New
Event Form). This selection will open a Google Map in a new browser.
The registrant will be able to view event location and utilize the
navigation tool via the Google Maps.




Reporting Functionality

Event Mangers have access to the report identifying all registrants for an event via
the Dashboard = Registration. With this functionality Event Managers can export,
email and delete registrants for any particular event.

S Event Registration Report

A | B C D F | 6 | H | ]
1 |YourFirst and Last!EmaiIAddress* Telephone Number Enter all names: Address Company Name Job Title Enterall names: Date Sent
2 Mulate Afework  mulate.afework@sba.gov 24-Feb-16
3 Test Afework mulate.afework@sba.gov 24-Feb-16 h Report Excel Export
4 Martin Thomas martin.malamah-thomas@sha.gov 56536747 24-Feb-16
5 Martin Thomas  mmalamah@gmail.com 95396709327 kjlzfvhbszk;hgbvajl jghasrlkgjh kjsghkjrs 24-Feb-16
6
7

Report Email
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