
How to Create an Event  

Page 1 of 10 

 

   

 

 From the side Navigation panel, click on “Create an Event”.  

 

 

 

 

 

 

 

 

 

 

Event Details  

1. Each new event or series of events is automatically assigned an Event ID number. *Note: This 
number cannot be changed. 

2. Type the name of the Organization for this event, then select it from the drop-down 
menu. *Note: If the Organization does not appear, it may need to be added to the list of 
organizations. 

3. Enter an Event Name. 

4. Add a Summary. This will show in search results. 

5. If needed, check the box next to Add a Full Description. This allows for a longer description of the 
event, which can include text formatting as well as links. *Note: The Full Description field has a 
character limit of 8,000. An error will display if you attempt to save the event and the Full 
Description has more than 8,000 characters. 

https://help.dudesolutions.com/Content/EventManager/Advancedfeatures/Organizations.htm
https://help.dudesolutions.com/Content/EventManager/Advancedfeatures/Organizations.htm
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Location & time 
An event's location and time can be selected in four 
different ways. Search for availability by location, or 
by date and time, and then determine if your event 
will only last a certain number of hours, or if the 
location should be reserved all day. *Note: An All-Day 
event is from 12:00 AM to 11:59 PM for each day the 
event occurs. Each of these ways allows you to choose 
between a single event occurrence, or a repeating 
event series. 
  

 
 

 

 

 

 

 

 

 

 

 

https://help.dudesolutions.com/Content/EventManager/DailyFunctions/Creating-an-Event.htm


How to Create an Event  

Page 3 of 10 

 

 

Choose by location - hourly event 

1. Select the desired Location from the drop-down menu, or 

 

 

 

 

 

 

 

2. Click Location Search in the Locations You've Selected panel. 

o Search or filter the list and check the box next to each location needed for this event. 
o Click Save. 

 

 

 

 

 

 

 

 

3. Click on the desired Location Setup for this event. The Capacity and Additional Fee (if any) for 
setup is displayed beneath each option. 
 

4. Once the location(s) are selected, the Date & Times Available for The Selected Location(s) will 
populate any time slots that are already reserved. 

5. Navigate to the start date needed for your event. 

  

https://help.dudesolutions.com/Content/EventManager/DailyFunctions/Creating-an-Event.htm
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6. Select the time you need by clicking on the appropriate start time on the calendar. Drag the time 
slot to be the appropriate length. *Note: Any times that are unavailable will show with a block 
marked Reserved or Closed. Reserved means that this time has been booked with another event. 
Closed means that this location is not available for booking during this time. 

 
  

7. If your event will repeat, click on the pencil icon next to Multiple-Day Options. *Note: This option 
will only appear after you have selected a time on the calendar. 

o Choose between Consecutive Dates and Non-Consecutive Dates. 
o If you chose Consecutive Dates, choose how often the event repeats, and when the event 

series ends. After choosing the event pattern, the Events in this Series will populate. Any 
necessary adjustments can be made here before saving, including the event name, date, or 
time of an individual event. 
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o If you chose Non-Consecutive Dates, click on the dates on the calendar you need for your 
event series. Then make any necessary adjustments to date, time, or event name for the 
individual events. 

o Some events may be marked as a Conflict. You can choose to skip those conflicting dates, or 
leave them in the series. *Note: If you choose to skip any dates that are marked as a conflict, 
they will be deleted from the series. 

o Click Save.  
8. Do not publish the end date/time: Select this option to display the start date and time of the 

event, but not the end date and time. An end date and time are still required to publish the event, 
but you may want to hide that information if you are unsure of the event end time, such as with a 
sporting event. 

9. Specify Publish Date/Times: Determine when the calendar event should appear on the calendar 
and when it should be removed from the calendar. 

10. If the time zone for this event varies from the default time zone, select it from the drop down. 
11. Choose whether this is a Public Event, Private Event, or Unlisted Event. 
12. If applicable, enter the Setup and Breakdown time needed for your event. This prevents others 

from booking over the setup and breakdown time, while the event on the public calendar will only 
display the actual event start time. Note: Setup and Breakdown times will be limited to 20 
minutes prior to and after events.  

  
  
Contact information 

Enter the contact information for the event coordinator or person whom visitors can contact with 
questions about the event. *Note: This information is publicly displayed for each event. 

 
 

 
 
 
 
 
 
 

https://help.dudesolutions.com/Content/EventManager/DailyFunctions/Unlisted-Events.htm
https://help.dudesolutions.com/Content/EventManager/DailyFunctions/Creating-an-Event.htm
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Insurance: You can provide the insurance information for an event, either by using the event 
organization's information or by entering custom insurance information. *Note: This is required for each 
event for all dates. 

1. The Custom option will be selected by default, but you can choose to Use Organization's 
Insurance Info, if you would like to auto-populate the insurance information of the organization 
holding this event. 

2. If you leave Custom selected, you can enter the insurance information for this event manually. 

a. Enter the Insurance Company. 

b. Enter the Policy Number. 

c. Enter the Coverage Amount. 

d. Enter the expiration date of the insurance in the Coverage Expiration field. 

e. Click Upload to select a file from your computer. The file will be added to the Insurance 
Document Library for future use. 
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Billing Address: This is the address where the invoice for events will be sent.  You can use the default for 
the Organization or create a custom address.  
 

 
 
 
Tasks 
 
A Task represents something that needs to be completed in relation to this event. *Note: If this is an event 
series, these tasks will be replicated for each event in the series. 
  

Add a task 

1. Select the Add a Task from right hand corner. *Note: The task will default to the status of New. 

  
 
  
 
 
 
 
 
 
 
 
 
 

https://help.dudesolutions.com/Content/EventManager/DailyFunctions/Creating-an-Event.htm
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1. The task will only be associated with the current event you are entering. 
2. Select a task Type from the dropdown menu. 

 

3. Task Name will default based on type. 
4. Enter a Task Description. This should be used to provide more detailed information that will give 

the task assignee the specific instructions for the task. *Note: There is a limit of 500 characters for 
this field. 
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Additional Information: Please enter the number of attendees for this event.  
 
  
  
Submitting the event 

1. Click Terms and Conditions to review any terms that have been defined for this event form and then 
click Agree. *Note: This link will only appear if Terms and Conditions have been defined for this event form. 

2. When you have finished entering all necessary information on the event form, click the Submit button 
found at the bottom of the form.  

3. In the window that appears, click Save. 

  

 
 
 
Once submitted, you can click on Events List in the menu and see your event.  

https://help.dudesolutions.com/Content/EventManager/BasicFeatures/Customizable-Event-Form-Setup.htm#Form_Settings
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