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Evert Administration

Enter the events module by clicking the | button from the main

menu; the following screen will be displayed:

& aEg|

Mame: | -

Main Detalls | Event Details | Mo Reply | Accepted | Declined | Tasks | Stock

Event ID JAZZ03
Ewent Narme |J azz.Jamboree 2003
Date Started M Date Closed E Event ™ d = \/ (52

‘wihere It \went: | Wailing Date:
Total b ailed: 100 Target £3,000.00
Tatal Cost: #2 500,00
Giftaidable r
Responsge Totals: Ticket Totals
[ v | 3 & Number of Tickets Sold: 5
Tokal Amount Charged: £300.00
|Acceptad > | 4 Total Armount received: £100.00
[peclined v | 1
[ra reply =N 2057

Record: [E] l—l [T][m[ﬁ] of 5

The screen is split into two sections; the top section allows you to easily find
any event by entering the name of the event and choosing it from the drop
down list.

The main details tab shows the basic details of the event, including the date
the event is to start, the end date, mailing information and any targets for
income.

Displayed on the main details page are the response totals to the event, there
are three categories ‘No Reply’ / ‘Accepted’ / ‘Declined’.

Also displayed are the number of tickets that have been sold, the amount
charged and the amount received.
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By clicking the ‘Event Details’ tab, the following screen is displayed:

Eg

- [5[x]|

Mame: |

Main Details | Event Detailz | Mo Feply | Accepted | Declined | Tasks | Stock

WerLe: ‘

Capacity: Finanicial Capacity: ,7
Event Date: ’m@ Day of Week: Thursday

Start Tirne: ’71000 End Time: 'W
Ticket Price: ’W Tickets Available: '7200

[T Completed

™

Co-ordinatar: |Mr & Owen - tel 03583455485 594 8534

EXPENSES Date Expense Description

Amount (25

[ otjiojzo04 Jeml|  [ickets

[ £2,000.00

[ orjijzon4 |  [pand

[ £500.00

TOTAL:

[ £

£2,500.00 .

Record: [E] l—l [T][m[ﬁ] of 5

Further details relating to the event can be entered including the ticket price,
co-ordinator details and start and end times.

Also displayed on this tab is a breakdown of the expenses incurred in running
the event. With a total displayed which is transferred to the ‘Main Details’ tab

to generate an overall total.
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By clicking the ‘No Reply’ tab, the following screen is displayed:

E

BEE|

Mame: |

Main Details | Event Detail: | Mo Reply | Accepted | Declined | Tasks | Stock

Select Al De-Select Al

Select Supparker Response Response Mo OF Armount Armounk Dake Status Motes ﬂ -~

Date Tickets  Charged  Received Received

W [pertiey, sarah, v [MoReply v | B[ o [ eoo0 [ eooo | 0] v |

W [perton, 3G, Mr v [NoReply | e o [ eoo [ £noo | Iz | v |

W [perls, victoria, v [NoReply v | = o [ #0000 [ om0 | Nz [ w |

W [Bernath, Antoniz v [NoReply v | [ o [ 000 [ 00 | = v |

W [perner, Eizabett v [NoReply + | E|o [ fo0 [ oo | Tz | v |

W [Bernthal, Elizabe v [NoReply e | | o [ o0 [ oo | Iz || v |

W [peridge, , Mre v [NoReply v | [ o [ eno0 [ enmo | iz [ v |

W [perridge, AnreTae [MoReply | B[ o [ fo00 [ 000 | Tz || v |

W [Berry, MW, Mrise [NoReply v | [ o [ eoo [ enoo | Tz | v |

’_.Numbler of In\;it.ees: L |_72‘95?I i : I i Z

| Record: [E | ] [ rr)r#] of 5

Supporters are either added to the ‘No Reply’ section by the query / reporting
module or can be added individually. All supporters for an event start in this
category. By clicking the &l button, the list can be exported to Microsoft Excel.
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By clicking the ‘Accepted’ tab, the following screen is displayed:

E Analysis Code Entry Eﬂ@@l

MName: | .
MainD_etaiIs ___Eve_nl_Detai\s Mo Heply Accepted D_eclmed _Tasks__ S_tnck

SelectAl | De-Select Al

Select Supporter Response Response Mo of Amount  Amount Date Status  Motes Attended ~

Date Tickets  Charged Rerceived Received 8 Badge Labels

v [T~ [Accepted . [Gj06/2007 gl 1 | £100.00 | £0.00  [O0972008 [Receiv v [Fokrridkrdr 2 e %

¥ [Bentley, Kats, v [Accepted ~ [9/09[200¢ |gml|[ 2 | £100.00 [ £0.00  ['1/0%/2005 [Sent & [sent on 29/0%/08 & Badges

[V [rving, Elsa, Mrs | [Accepted - [:3/09/200¢ |ggl|[ © | £100.00 [£100,00 [i7/09/2004 [Receiv % |bringing wife not Fri & Badges

I~ [Mckavish,Hamist  [Accepted w [4f05/200¢ jgg||[ 1 | €000 | £0.00 | [Recsiv ¥ | B Badges

I | =] v ]| [ [ [ [ = | B Badges

Murnbet of Invitees: 4 Mumber of Tickets: 5 v
Record: (4] < | T [» (k1] of s

Once a supporter has accepted the invitation to the event, their status is
changed to ‘Accepted’. They then move into the ‘Accepted’ tab. Enter further
details if the supporter, including the number of tickets purchased, the amount
and any notes.

By clicking the &l button, the list can be exported to Microsoft Excel.

The system will also generate badges by clicking the == button; the
following screen will be displayed:

EE Event Badges : Form E]@E|

Badge Mame:

& Mrs & M Benkinck] Default
| Default

The mail name of the supporter is entered by default, and any further guests
of this supporter can be added, so that badge labels can be printed before the
event.
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By clicking the ‘Declined’ tab, the following screen is displayed:

E

LB

Mame: | B

Wain Details | Event Details | No Reply | Accepted | Declined | Tasks | Stock

Mumber of Invitees: 1

Selectal | De-Select Al
lect S (< =
Select Supporter Respanse Response Mo Of Amount  Amounk Date Skatus  Motes W
Date Tickets  Charged Received Received
W [eentley, Diana, 1% [Declined » [iejngfz007 | [ 0 [ f0o0 [ enon || v |
B | o | Jesl] | | | | S| o |

Record: [E] [ 1 [T][m[m of 5

Once a supporter has declined the invitation to the event, their status is

changed to ‘Declined’. They then move into the ‘Declined’ tab.

The event details are then stored against their record so that you can always

see that they were invited, but declined to attend.

You can create a mailing list for an event from a previous event, by marking
the Supporter as declined, they will NOT be transferred to the new event, and

only ‘ACCEPTED’ supporters will be transferred.
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By clicking the ‘Tasks’ tab, the following screen is displayed:
e LX)
Mame: | B
W ain Details | Event Details | No Reply | Accepted | Declined | Tasks | Stock
Task Contact Date  Contact Time  Taken By Motes Tazk to do Date Feq Time Req  **
|Te|ephnne [ ‘ 06/06/2007 | 16:23 |Admin + |telephone the band |Ta\ephnne v | 06/06/2007 | 18:00
“iew Full Task Details | Status: Outstanding
[Cetter v | 08/0472007 | 20:40 [Admin + [anather test [Cetter B
iew Full Task Details | Status: Outstanding

Record: [E] [ 1 [ )i oF 5

Full tasks can be entered utilising the task manager built in to CHARITease so
that reminders of tasks can be generated and acted upon accordingly. All
tasks can be viewed at any time relating to the event. (E.g. meet the band)
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By clicking the ‘Stock’ tab, the following screen is displayed:

E= Analysis Code Entry

Mame: | B
| hdain Details || Event Detailz ” Mo Reply ” Accepted || Declined || Tasks l Stock ]

| Stock Tkem Description 78 | Mo Sold Price Tokal  #

||LTSHIRT % |Large T-3hirt |t | £15.00 | £15.00

[Par v [Fostage It | £100.00 | £100.00

| | I I I

Goods Total: | £115.00 o

Record: [14] 4 [ 1 [ [P)r] of 5

You can enter full details of any stock that has been taken to the event and
sold, with the system giving you a total of the goods sold.
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