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Enter the events module by clicking the  button from the main 
menu; the following screen will be displayed: 
 

 
 
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: 
 

 
 
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: 
 

 
 
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  button, the list can be exported to Microsoft Excel. 
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By clicking the ‘Accepted’ tab, the following screen is displayed: 
 

 
 
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  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: 
 

 
 
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: 
 
 

 
 
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: 
 

 
 
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: 
 

 
 
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. 
 
 
 
 


