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Activity Module

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

e Customization of the activity registration form

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

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

e Allow for bulk emailing of all registrants.

e 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.
e Enter Activity Name
e Activity Code (if any)
e Facility (Items in the Facility Dropdown are pulled from the Facility Module)
e Address (will be automatically populated from the Facility Module)
e Brief Description of the activity. (Up to 250 characters can be entered that will
appear on the public facing side of the Activity Page

Activity Information
Hsme * Cihvic City Training Clasd
Activity Code

Default Facility | FLorenoe Recestion Center ¥

IF selevast, salect § Taclty from the Faclbes modoks

Detault 2801 Whitson Way
Address

Mesguite, TX 757580 ¥

#dd Location | | Modify Selected Location

ZIP Plus 4

Enter the Plus 4 of the ZIP Code for this activity

Brigf Training on Civicpbus webiite
Dascription

You have 221 characters leh
Frovide B shom descrplon Thit w @ i i BEUvEY ibag
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Full Description

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

Activity Module

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.

Full

BA DSt RA 0. @005 a8 EE RO

Description

[E]% B MEE B L U ®ox AT

I"*-'H"_-:i-i-: = | AnDLaRnE-E.. =] Rebl. *

Using the Full Description field add 2 description of the activity that will appear
when the actiity is opened. Ris suggested to enter any information the
participants will need o know, and any items they will nead 1o bring. (Use the
editor tool bar o highlight and eontral the ook of the description. |

Usging the Full Description field add a description of the activity that will appear
when the activity is opened. itis 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.

& Detgrn  4» HTML

‘Wordi 108 Crarscters: €11

Lk ;-’-‘LH LT oy T o ]

Provide B ginbial descnpton fad the Botivily. Rembmber 1o fddude § BSLOF reolssary Squipment
prefequisites, of any other activity specilic requirements

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

Contact Information
Comact Hame Taery Tepings
Contact Email | terry. wrainenSavicgllus. som
Contact Phone | 785881212
Humber
Other Phone B1B-EES-1212
Humber

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

facing side of the module

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

e Select Fee Taxable to have taxes added to the fee

e 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.

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

facing side.

Registration Information

Allow Online
Registration

Registration
Fae(s]
Few Taxable

Drefault Max
Participants

Allowy Vaithist

# Al Oeles Ragatabon

Alcw registration fo be made on the publc sde of the module

Fee 5 [+

Ustrs will pelect thasr rele vt e o0 thew repatmaton Toms, Misieum of Beee Tee optons

Aliow taxaton on Regataton Fee

Leave bink for onlmited

o Allow Waithat

Allcw 55 10 Sign up for 3 wakst whes the max paricipants kmil for the activity & mached

Dwfault ¥iaitlist

Email =
L ITEREIgE Wi b et 30 thel emad a3eEs when SOMeond 5 a30ed 10 & watkst
w Sige AdcEoral Detaiy

Display Fram = To =

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

| Save & Add Session |
| saveChanges |

View Regitraton Form

Sped Check

"

ancel

Session Information
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Activity Module

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.

Session Information

Activity Civic City Training Class ¥
Hame " Craating Fages
Imgirucior Taery Tepings

Session Dates F™@M | gamrzote|

Ts oaon201:| )
Ql!im'l'imol lm Ao WANC D )
+ Manday soopm | B (ssopm B2
Tussday 13
* Wednasday | soopm |2 2 (spopm (B
Thunday o
+ Friday soopM | & (sooRm B2
Saturday e
Sundey o
Enber thee ﬂl:l'i- and tmes thes sesson will mest
Additional Tme | Fléeade srive an tims
Information p

This fwdd 5 requered « Sesseon Temes are blank

— LY

Registration Fram >
Perod

To _— e

Save Click Save and

Publish to make
Save and Publish the activitiy live
on the site.

View Registration Form
Spell Check

Cancel

Once the activity has been saved and published the Registration Form customization page will
open.
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Activity Module

Acivities » test » Chic City Training Class » Registration Form

Click save
changes
when done

Save Changes

Regular Form or Epayment
Selection

Registration Form A
[l

Type Regular |»
Subnit Options | Suomitand Frnt[]

Submit To trainer@cicplus.com

Separate each emal address with 8 comma

First Hame*

First Name

Non Customizable Fields
Email Address *

Email Address

Participantis the same as above
Yes

Participant First Name

Customizable area

Cancel

Customizing this form work
exactly the same as the Form
Center. For addtional
information See the Form
Center in Civicplus University.

Field Types
Last Hame * ; =
Last Name Short Long
Angwer Angwer
Phone Humber *
Checkboxes | [ Dropdown
Phone Number
¢ Rad Section
Butions Break
Reply Emai Page Break
Participant Last Name
T DateiTims 1. Fie Upiosd
L mage Lik
I Ted

""\ur\“““‘“\.‘r\. . r‘kr‘\'«./\*wl\\\w‘-’“%mw‘M»M\‘M\‘J‘\M‘

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

participants.
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Activity Module

Activity Code Registrations
ning Class 12348 Q A Modity
Click Email P
Participants for a bulk
email to all ¥ Oalntn
participants. Yo Copy Link

Email Participants
Capy
Ragisiration Fosm

Fagister Peanticipant

uSmad. Basticipaots >

Emailing all participants of Civic City Training Class

—
=

Public Facing Side

You are here: Home » Adnities

Click Title to

@ Activities
/a‘e Public facing search

view full
e field
activit Search by category
discription Search activities by:
and register. Word or Phrase E
Activity Code Total number of
Civic City Training Class (12345) g registrants out of
s o total avallablity &0/1s
Brief —~Basic computer training class on how to use the new Civic City webiste
Disﬁpﬂon tram traen tr; kr tr tr itran train traintram tramn trantrain traen tr; tram tram tramtram tram tramtrain tran trasntram tra;
tram tri trantram tran trantramn tramn traindram trasn trasnkr; amtram tran trantramn tran traintra:n tra:n tra:
tramtran [ am
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Activity Module

Wou are hera: Home » Activiies

s ane Full Activity View with
- Activities Registraion Link to the
“o\ Registration Form

Search activities by:

Word or Phrase Select a Category w m
View all activities

Civic City Training Class (12345) f ¥ & =

Register for this Activity

December 1, 2013 9:00 AM -
December 20, 2013 5:00 P

Provide a general descnption for the activity, Remember to include a hist of necessary
equipment, prerequisites, or any other activity specific requirements.Provide a general
description for the activity. Remember to include a list of necessary equipment, prerequisites,
or any other activity specific requirements.

Provide a general descniption for the activity, Remember to include a list of necessary
eguipment, prerequisites, or any other activity specific requirements.

Provide a general description for the activity, Remember to include a list of necessary 0/f15
equipment, preraquisites, or any other activity specific requirements.

Provide a general description for the activity. Remember to include a list of necessary
equipment, prerequisites, or any other activity specific requirements.

Provide a general descnption for the activity, Remember to include a list of necessary
equipment, prerequisites, or any other activity specific requirements.

5550 Poynitz Ave.
Manhattan, KS 66502

Schedule

train train traintrain train traintrain train traintrain train traintrain train traintrain train traintrain
train traintrain train traintrain train traintrain train traintrain train traintrain train traintrain train
traintrain train traintrain train traintrain train traintrain train traintrain train traintrain train
traintrain train train
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