
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How to: 
 

Set-up your event registration in 

60 seconds 
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1. To Create a new event, click Create Event  

 

 

 

2. From the pop up window, choose your preferred EventReference product level 

 

 

 

 

3. Name your event and click Create Event 

 

 

 

4. In the Where & When tab, add in the venue name and location for the event and 

its start and end dates.  Then press Next  
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5. In the Look & Feel tab, select either one of the EventReference themes by 

pressing the Change Theme button, or upload your own header by pressing the 

Choose file button.  Once you’ve made your choice, press Next  

  

 

 

6. In the Details tab, press Add Attendee Type to add attendee types such as 

visitors, exhibitors, suppliers etc. and press Save  
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7. Select Create New Field to add data fields  such as address, fax number etc. and 

press Save  
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8. Press Next to move to the Messages tab.  Here you can customise the on-screen 

confirmation messages which your attendees will see once they’ve completed the 

registration form.  Once edited, click Next  

 

 

 

 

9. And you’re done!  Simply press Finish and Publish to create your event 

registration form  
 
 

 

10. To see your live registration form, press Registration Sites from the left sidebar 

menu and press Live  
 

 

 



 

 

 
 


