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Introduction to the Events Tool 
 
The events tool is a module that works within the Content Management System (CMS).  
Please refer to your CMS manual for system requirements and login instructions. 
 
The events tool will allow you to add, edit and remove events items from your web site.  
Events will post to your web site and automatically archive themselves when the date of 
the event has past.   
 
This events tool allows you to post events, have people register for them and even 
collect payment if the event has a cost attached to it.  These options would have been 
discussed with your developer and the appropriate set up has been implemented. 
In this manual you will be walked through how the events tool works. 
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The Process 
 
To access the events tool you will log into your web site CMS and then visit the Events 
page within your web site.  This will show your current events already posted to the site 
but there are extra administration tools and icons viewable to you now that you have 
logged in. 
 
In the screen shot below you will see at the bottom you have the ability to Add Event, 
Add/Edit Location and Add/Edit Type. 
 
An Event Location is where the event will be taking place and would include details 
such as name, address and Google map link.  An Event Type is the type of event it is.  
Examples would include Seminar, Tradeshow, Workshop, etc.  
 
We recommend that before you click on the Add Event link, that you quickly check the 
Add/Edit Location and Add/Edit Type to ensure that the location and type are in these 
lists. If not then add them in as necessary and continue to Add Event. 
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Add/Edit Location  
  
As mentioned before an Event Location is where the event will be taking place.   
 
To add or edit an Event Location click on the ‘Add/Edit Location’ button at the bottom of 
the module.  
 

 
 
 

This page will display all of your current locations.  
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Add a Location 
 
To add a new location, click on the ‘Add Location’ button at the top of the module.  
 

 
 
This will bring up a form that will ask you for information about about the event location.  
The ‘Description’ field is the name of the location and the ‘Address’ field is the address 
of the location being added. You can also enter a URL of a map from any map website 
(ex. Google Maps, Mapquest, etc.). 
 

 
 

You will know when your event location has been added successfully when you see the 
screen below.  At this point you can click the Exit without Saving button to return to the 
main Add/Edit Location screen. 
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Edit a Location 
 
To edit one of the already entered Locations, click on the ‘Edit’ icon for the desired 
location (pencil and paper icon).  Edit the necessary fields and click ‘Update’  

 

 
 

Edit the desired information and click the ‘Update’ button. 
 
You will know when your location has been updated successfully when you see the 
screen below.  At this point you can click the Exit without Saving button to return to the 
main Add/Edit Location screen. 
 

 
 

 
Delete a Location 
 
To delete a Location, click on the red ‘X’ next to the Location listing. A prompt message 
will appear for confirmation of deleting the source; select ‘Ok’ to delete. 
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Add/Edit Type of Event 
  
As mentioned before, an Event Type is the type of event it is.  Examples would include 
Seminar, Tradeshow, Workshop, etc 
 
To add or edit the Type of Event, click on the ‘Add/Edit Type’ button at the bottom of the 
module.  
 

 
 

 
This page will display all of your current Event Types.  
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Add a Type of Event 
 
Click on the ‘Add Event Type’ link at the top of the listing page.  
 

 
 

Fill out the fields of the form. The description is the type of event (i.e. Seminar, 
Workshop, Tradeshow, etc.). You can also assign an image to the type of event in this 
section. For example, you can add a specific image for all of you staff events, and add a 
different image to all of your public events. 

 

 
 
 
 
 
 



 

Platypi Designs Inc. 
11 Bard Blvd. 
Guelph,ON 
N1L 1S9 

- 10 - 

 

Phone: 519 823 9456 
Fax: 519 836 1489 

Email: info@platypidesigns.ca 
Web: www.platypidesigns.ca

 

You will know when your event type has been added successfully when you see the 
screen below.  At this point you can click the Exit without Saving button to return to the 
main Add/Edit Type screen. 
 

 
 

 
Edit a Type of Event 

 
To edit an Event Type, click on the ‘Edit’ icon next to the location you wish to edit. 
 

 
 

 
 

Edit the desired information and click the ‘Update’ button. 
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You will know when your event type has been updated successfully when you see the 
screen below.  At this point you can click the Exit without Saving button to return to the 
main Add/Edit Type screen. 
 

 
 

Delete a Type of Event 
 
To delete an Event Type, click on the red ‘X’ next to the desired Event Type. A prompt 
message will appear for confirmation of deleting the source; select ‘Ok’ to delete. 
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Add Event 
 
After you have ensured that your Event Location and Event Type are in the system you 
can then proceed to adding an event. 
 
To add an Event, click on the ‘Add Event’ button at the bottom of the module.  
 

 
 
In the screen shot of the following page you will see the form that you will fill out to 
create an event. 
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Please find below a brief overview of all the information you can include about your 
event. These details below mimic the screen shot from the previous page. 
  
Location Choose from the drop down list the event location.  If the 

location is not in this list see this manual for Add a Location.
Event Type Mandatory field.  Choose from the drop down list the event 

type.  If the event type is not in this list see this manual for 
Add a Type of Event. 

Display Date Mandatory field.  This is the date that you want to have the 
Event display on your web site.  You can prepare events in 
advance and have them automatically display in the future 
when you set this date. 

Event Date Mandatory field.  This is the date of the actual event. 
Event Time You can enter in a time frame for your event  

(i.e. 9am – 4pm) 
# of days This is the number of days that your event will be taking 

place over. 
Allow registration If you want to receive registrations you will want to click this 

check box.  When you do more options are available for 
you to fill in.  See the Registration part of this manual for 
further details on this aspect of the events tool. 

Contact Name This is the contact name for the event. 
Contact Phone This is the contact phone number for the event. 
Contact Email This is the contact email for the event. 
Speaker If there is a specific speaker for this event you can put their 

name here. 
Info URL If there is a web site that is related to this specific event you 

would put the web site address here.   
Cost If the event has a single cost you would put it here.   

(i.e. 24.95) 
Cost Description If the event allows for multiple price points or requires 

further details other than a price this is where you would put 
it.   
Note:  If you fill in the Cost AND Cost Description form 
fields the Cost Description will override Cost and this form 
field will display on the web site.  
(i.e. Adults: $10.00, Students/Seniors: $5.00, Children 
under 5: Free) 

Photo Your event can have an image attached to it.  This could be 
a photo of the speaker or the event poster.   

English Title Mandatory field. This is the official title of the event.  This 
text is what will be linked on the Events page to get further 
details. 

English Sub-Title The Event Subtitle is displayed under the Title in the Details 
page 

English Agenda If your event has an agenda you can upload the file and a 
link will be created to it. 
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English Short Description On the events page where all your current events are listed 
this text will display under the event title to give an abstract 
of the event. 

English Long Description This is the full event details.  In this area you can insert 
images, links to web sites, pdfs, etc. 

English Follow-up When your event is over, you can use this area to write a 
follow up on how the event went.  This area could be used 
to post meeting or presentation notes, testimonials about 
the event, etc. 

Active This check box is automatically checked off.  This means 
that you want this event to display when the display date 
comes up.  To remove an event from the event listings on 
your web site, you will want to uncheck this box. 

 
You will know when your event has been added successfully when you see the screen 
below.  At this point you can click the Exit without Saving button to return to the Events 
listing page. 
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Viewing Archived Events 
 
After an Event passes its end date, the Event will automatically move to the ‘Archived 
Events’ section. To view the listing of Archived Events, click the ‘View Archived Events’ 
button at the top right side of the module. To return to the Current Event listing, click on 
the ‘View Current Events’ button.  
 

 
 

Future Events  
 
Events that are entered with a future display date will show up in the Current Events 
listing but will have a light violet background.   Your web site visitors will not see this 
event at all.  The reason you can see it is because you’re logged in.   
 
The Event will display on your site when the display date is reached.  
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Registration 
 
If you would like people to be able to register and sign up for the event, select the ‘Allow 
Registration’ box when creating the Event. This will expand 3 additional fields to fill out. 
The first is the registration type. There are three types of Registration: Mandatory 
Payment Registration, Optional Payment Registration, and Basic Registration.  
 

 
 

Mandatory Payment Registration 
 
The Mandatory payment option is when you would like every web site visitor that 
registers for the event to provide payment in order to register.   Each event can have 1 
cost associated with it. Payment is usually made by credit card.  There are various 
options for credit card number collection or payment.  Your developer will go over the 
option that was outlined in your contract. 
 
Optional Payment Registration 
 
The optional payment option allows for users to either enter in a credit card to provide 
payment or select another option such as ‘Pay at the door’ or ‘Cheque’. When viewing 
the registration list of the registered users, it will display whether or not they have paid 
for the event. 
 
Basic Registration 
 
The basic registration option does not collect any payment information for an event. Use 
this option if you have an event without a cost or if you will be collecting payment offline. 
 
The other two fields that expand with the ‘Allow Registration’ box selected, are: 
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Allow Multiple Registrants per Order 
 
If this option is selected the user can register themselves as well as additional 
attendees to the event. If it is not selected, the user can only register themself.  
 

 
 

Registration Closes 
 
The ‘Registration Closes’ option will remove the ‘Register’ link on that event when the 
date has passed. So if you would like to only allow users to register for an event up to 1 
week prior to the event, fill out the desired date in this field.  
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Viewing Registrations 
 
If you have an Event that allows for people to register, you can view the current list of 
people registered by logging into the CMS, visiting the event on your Events page and 
clicking on the ‘View Registrations’ button.  
 

 
 
You can also export the list to and Excel spreadsheet by clicking ‘Export to Excel’ within 
the ‘View Registrations’ page. 

 

 


