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 Activity Module is designed to allow the public to register for any activities created within

the module

 Customization of the activity registration form

 Pay for the activity online using the e-payment system

 Track registrants, and cut off registration once the maximum limit has been reached

 Allow for bulk emailing of all registrants.

 Be able to search for an activity by category

Activity categories are created as in any other Civicplus module, click Add Category, name 

the category and assign group rights to the group that will be creating activities in that 

category.  Click Save and Publish to activate the category.

To Create an Activity click Add Activity.

 Enter Activity Name

 Activity Code (if any)

 Facility (Items in the Facility Dropdown are pulled from the Facility Module)

 Address (will be automatically populated from the Facility Module)

 Brief Description of the activity.  (Up to 250 characters can be entered that will 

appear on the public facing side of the Activity Page
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Full Description

Using the Full Description field add a description of the activity that will appear when the 

activity is opened.  It is suggested to enter any information the participants will need to know, 

and any items they will need to bring.  (Use the editor tool bar to highlight and control the look 

of the description.  

Contact Information

Contact information will appear once the activity is opened on the public facing side.

 If an email address is entered the Contact Name will be the hyperlink to open the

email

Registration Information
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 Select Allow Online Registration to allow the public to register on the public 

facing side of the module

 Enter any respiration fees, a maximum of 3 fee options are allowed.

 Select Fee Taxable to have taxes added to the fee

 Enter the max number of participants.  The site will show a count of the number 

of registrants and show registration is full once the max number is reached.

 Allow wait list, will create a wait list incase participants cancels.  Enter an email 

address, that an email will be sent to when a participant signs up for the wait list.

 Schedule allows you to enter the schedule or agenda of the activity on the public 

facing side.

Click Save and Add Session to save the above information and create session information

Session Information
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Enter dates and times of session or activity information.  Simple times allows for showing time 

the activity starts on what days.  Advanced  time is for reoccurring events..  Enter any 

additional information plus the dates that the online registration will appear on the web site.

Once the activity has been saved and published the Registration Form customization page will 

open.
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Under the action button of the Activity Email Participants allows for bulk emails for all 

participants.
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Public Facing Side
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