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If you have event information you would like saved in one location, the Events Management System can
house that information.

1. On the event dashboard in the Manage Event box click Notes.

== Manage Event

¢ Registrant Roster
s Invoices/Receipts

Attendance
s Download gistrants

s Export File Uploads

* Quotas Report

s Special Meeds Report

s Custom Reports

e MIPRS Report

s Communications Report

2. Click Add Event Note.
3. Enter aTitle and a note, if longer than the title has space for.
4. Click Create Note.

You can create as many notes as you like in the event. Once created they can also be edited and deleted.
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