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Events – Setting Up 
and Managing - Group 



Events – Setting 
up and Managing:

The membership system has a facility for you 
to set up Group or other events, manage 
attendees, and respond to enquiries.

This can be found in the group Editing icons -
click on the Add Event icon to add a new 
Group Event.

Next screen shows what happens then.

Note: Group Events set up in a group will 
appear on the Group page by default, but 
they will also be visible on the relevant page 
under Events on the top Menu on the site.

You can decide if members are able to apply 
to attend or you can send invitations to 
them.



Next Step:
Select type of event  from the drop-down 
list. In this case it’s a Group Event. If you 
don’t do this then it appears in the Open 
Meetings list and is visible to non-group 
members.

Then choose the date, the time - you will see 
a time and calendar selection when you click 
on the icons.

Then Choose the Venue from the drop-down 
list. Note: last category shown is not in 
usage.

Next 2 screens show you what comes up in 
more detail.



You can choose to 
Include a Meal or
Guests
Also amend the 
Sign Up mode. 
Manual allows you 
to email 
attendees. You can 
allow them to sign 
up themselves if 
they wish, and the 
system won’t allow 
more than the 
attendees number 
you set. 

Select appropriate category from 

Drop-down Menu – Group 

Meetings are further down, see 

this image:



Next:
Here you choose the venue. Then add 
information about attendees – how many 
and waiting list.  Click to show if there is a 
meal or not, and how they can apply.  Note if 
you select manual you will get chance to 
email attendees to tell them about it.



Saving:
Add the description of the event at the foot 
of the screen in the Content area, and save it  
by clicking on the green cross:

Going back to the main page for the Event 
you can enter the names of attendees by 
searching for their names in the list – in the 
same way as adding members to your group.

You can email attendees if required.

Finance can also be dealt with in Events but 
will be explained in another guide, it is not 
yet enabled.



Group Event Shown

Above Group Information

New icon – “Add event”

NB: Finance for group events 

not enabled.

Once an “event” is created 

the Group Events are listed 

above the general information 

about the group, under the 

contact details. 

You can select the date 

and time to suit, as well as 

number of  attendees –

usually the maximum in the 

group. 

Click on the event name to

take you to the Group Event

page



Group Event Icons 

Edit EventManage Event 

Attendees

Group Event  

Finance

View Event  

Details

Email Event  

Attendees
Email Event  

Organisers



Manage Event Attendees by Clicking on the Manage Attendees Icon – the group member 

list appears on the left to select individually or as a Group. The Organiser can be 

identified in the same way as a GC with a Tick against their name.  

Group members appear in the 
left hand column.

To add a member to the “event” 
click on their name to highlight 
then use the right arrow 
between the columns to add
them to the “event”

Event participants are in
the middle column.

Event Waiting List (if any)
members are in the right
hand column.

For other types of  events the attendees will need 

to be added from the list of  All Members before 

you can invite them.



Selecting Members to Add to Event:
In a group, just the specific group members will appear. In other Events, All Members will be visible in the list.   
You can use the drop-down menu to select All Members and add them to the middle section using the double 
arrow.  If its just a few attendees, you can just search at top left to find them, double click on name to add.
Anyone without email cannot be selected.  See later information on emailing Attendees.



Use the Events Details Icon to print a 

Register or see Emergency 

Information

Registers can be downloaded
by using either of the
following icons

“Create Event Register 

Excel” or

“Create Event Register”

Print - Emergency 
Contact
information

The Event Details page provides
a full list of participants with 
their Emergency Contact
information



Email Group Event

Attendees:

Emails can be sent to the 
“event” participants 
using the “Email Event
Attendees” icon.

This works in the same
way as the general
group email.  Put in the 
correct  “from address” 
at the top in the 
“override sender email” 
box before you send it!

NB: Members without 
email are identified and 
should be contacted by

phone.

Override the Sender 
Name with your Title

and email address



Email Event Organiser:
If  no Organiser is identified in the Event 

set-up process,  then the Email Organiser 

function  is not available to applicants.

When members are 
logged into the website, 
they can choose the 
event from the Groups 
webpage and use the 
“Email Event Organiser” 
icon to apply to join the 
event or ask for more
information.

Instructions are 
contained within the 
blue box and the email is
prepopulated with the
specific group members 
details. They just need to
amend and /or add any 
questions they may
have.If the event is cancelled, anyone signed up will get an automatic 

notification sent by the system.

You can go back in and Edit the event at any time, also delete it and hide it 
as required.



Other Types of Events can be managed from the 
Category in the drop-down list.  

The first page under Events is Open Meetings. 
This can be seen without logging in, but 
members need to log in to see full details.

The principle is the same as with Group 
meetings, click on Add Event and follow the 
same process.

You can select the number of attendees, 
whether they can apply themselves, and 
whether you want to invite them by email.

One point to be aware of is that for such a big 
meeting the number set needs to be the same 
as the All Members total, to allow bulk emailing 
to be sent to All.

If the event is cancelled, anyone signed up will 
get an automatic notification sent by the 
system.

You can go back in and Edit the event at any 
time, also delete it and hide it as required.


