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Event Item Setup Refresher

Registration process is dependent upon:
1. Event Items

2. Event Custom Fields

3. Registration Form Settings



Manually Entering Registrations

Profile Lookup

Billing Info

Attendee Info



Online Registration

Walk-through of online registration process

Properly handling “Action Needed” registrations



Registration Management Screen

Editing and Cancelling Registrations

Sorting and Filtering Registration Grid

Using Actions Dropdown Menu

Exporting Grid for Reports



Closing Out Your Event

Printing/Emailing Outstanding Invoices

Emailing Follow-Up Information to Attendees

Flagging Attendance for CEU Recording



Event Reporting

Event Attendance Report is perfect to 
bring with you for check in!

Sponsorship History & Single Event 
Details

Single Event Revenue Details



Questions?



Additional Information

www.weblinkuniversity.com
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