Create an Event

Build & Track

Select People and Groups to be
a part of your events.

ClickCreate or Manage Events t
start a new fair from scratch or
from a template.

@ Set region and noti cation
preferences in My Account.

Specify WHAT, WHEN, and
WHERE of your event and your

_ e Import Tasks, Schedule, and
planning activity.

other event elements from old
spreadsheets or build and

assign new ones.
@ ClickManage People to sync

and/or import contacts to your
People database.

UseReports and our Mobile app
@ to track status and monitor
performance.

Set noti cation preferences for
fair assignments.

Noti cation settings may be
speci ed for People, Tasks
and Schedules.

@ Assign Roles to your people (Sit
Coordinator, etc.).
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