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Details



Event Setup, Section 2 - Pricing

What is the pricing structure for this event?

Will there be a “second set” of registration options 
using Custom Fields?

Is there early-bird pricing?

Will attendees earn CEUs?



Event Setup, Section 3 - Settings

Max/Minimum Attendee Fields

Attendee and Revenue Goals

Signup Confirmation - Emails –
use this to your benefit!

Closing Registration

Hiding Event from Online Calendar



Event Setup, Section 4 – Registration 
Form Options

Gather Information - Signup vs. Attendee Fields

Use Custom Fields for:
• Meal Choices

• Breakout Session Options

• Disclaimer Agreement 

• Other ideas?



Event Setup, Section 5 – Sponsors

Sponsor Recognition = ROI Reporting

ROI Reporting = Happy Sponsors

Happy Sponsors = More Sponsor $



Event Setup, Section 6 – Project 
Creation

Create Project to Oversee Event Coordination
• Assigns To-Dos Appropriately

• Keeps Timeline

• Reporting

• Time Tracking



Event Setup, Section 7 – Promo Codes

Flat Rate vs. Percent Discount

Use limits and start and end 
times to control promo code 
usage

Use staff email addresses for 
internal contests

Export Usage Report!



Event Dashboard Overview

Snapshot of Event Data

Attendee Counts – Overall 
and by Event Item

Goal Tracking – Attendees 
and Sales

Shortcuts to Frequently used 
Actions



Questions?



Additional Information

Handy How-To Articles for Event Setup

www.weblinkuniversity.com

Your Video Training Resources for Event Setup

www.weblinksupport.com

http://www.weblinkuniversity.com/
http://www.weblinksupport.com/

