
The general overview of the process:

1. Go to Control Panel
2. Copy template event to a new event
3. Refer to the Hikes Database to copy/paste the hike information
4. Go through a series of tabs to modify the copied event so the data reflects the hike that

you want to add

Details

Go to control panel after logging into website.

Select Events under Website Tab



Search the Events for the Template hike.

Note: You can either use the template we’ve created (search for “template” in Title) or use one
of your old hikes as a template.

Example - using template provided.

Enter “Template” in Title then click on Search button.



Copy the template to a new hike by clicking on the copy icon



Fill in the Event Title and Hike Date from the Hike Database.

Format is: [RATING] Title

For example, [B] Arizona Trail: Black Hills - Bloodsucker Wash to Freeman Road

Fill in Hike Date under “New Start Date”

Click Copy Event Button.



Click on Reset then Search buttons to display a list of all hikes on the
system. Note: This takes a few seconds. Then click on the Pencil Icon
to edit the new hike.



Updating the copied hike

Generally, you need to navigate through the “tabs” then save changes to put in all the
appropriate information. To change content, click on the pencil icon.

These are the “tabs”.

Remember to save each tab before clicking on the next tab.

Basic Info Tab

Basic Info

Title From Hikes Database

Short Description Copy the description from the
hikes database. Modify as
needed.

Category Hike Rating - select

Date Visible Review - standard is middle
of month before hike cycle

Start Date/Time of Hike

End Date/Time of Hike





Formatted Description Tab

Formatted Description

Main Description Copy the description from the
hikes database. Modify as
needed.

Event rules Review - change if needed



Guide(s) Tab

Guides

Guides See section below on
modifying guides assigned to
hikes

Admin Rights Check

Primary Contact Check

Show Email Member Only Review

Show Phone Member Only Review

Show Mobile Member Only Review

Notify on Registration Check

Notify on Cancel Check



To Remove Guide

To Add Guide

Key in Last Name then Click Search



Click on Guide name then Select button



Configure Guide





Location Tab

Location

Location Add location of hike from
database



Registration and Fees Tab

Registration & Fees

Registration Review - Required by Close
Date is usually fine

Registration Close Date Review - usually noon 2 days
before hike

Registrant List Visibility Review - recommend
members only

Is the capacity of this event
limited?

Review

Capacity review

Waitlist Review entries





Questions Tab

Questions

Questions The standard question is
“How many people can you
drive?”

Edit and delete (trashcan
icon) if you want to delete this
question.

If your template does not
have the question, click on
Add Question and select the
“How many people can you
drive?” question

To Remove Question

To Add Question

Step 1 - Click Add Question button

Step 2 - Click on the Question Dropdown and pick the “How many people can you drive?”
question then Save button.





Emails Tab

Emails

Additional info Review

Automated reminders Select when you want
reminders to go out. Suggest
a single reminder 2 days
before the hike.



Summary -
Here is a list of what needs to be updated/reviewed for each hike.

Tab FIeld to be modifed Notes

Basic Info

Title From Hikes Database

Short Description Copy the description from the
hikes database. Modify as
needed.

Category Hike Rating - select

Date Visible Review - standard is middle
of month before hike cycle

Start Date/Time of Hike

End Date/Time of Hike

Formatted Description

Main Description Copy the description from the
hikes database. Modify as
needed.

Event rules Review - change if needed

Guides

Guides See section below on
modifying guides assigned to
hikes

Admin Rights Check

Primary Contact Check

Show Email Member Only Review

Show Phone Member Only Review

Show Mobile Member Only Review

Notify on Registration Check



Notify on Cancel Check

Location

Location Add location of hike from
database

Registration & Fees

Registration Review - Required by Close
Date is usually fine

Registration Close Date Review - usually noon 2 days
before hike

Registrant List Visibility Review - recommend
members only

Is the capacity of this event
limited?

Review

Capacity review

Waitlist Review entries

Who Can Register Defaults should be fine

Questions

Questions The standard question is
“How many people can you
drive?”

Edit and delete (trashcan
icon) if you want to delete this
question.

If your template does not
have the question, click on
Add Question and select the
“How many people can you
drive?” question

Emails

Additional info Review

Automated reminders Select when you want
reminders to go out. Suggest
a single reminder 2 days
before the hike.



Policy Default is fine

After Event Default is fine


