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For additional questions, contact client support at  
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com 

 

 

Copy Listing: 
This document will walk through the process of how to copy a listing from last 
year. 
 
  

1. Select your listing from the top, left dropdown menu.   
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For additional questions, contact client support at  
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com 

 

 
 
2. You are now in the listing that you would like to copy. 
 

 
 
3. Click COPY LISTING button  (located at the top of the screen) 
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For additional questions, contact client support at  
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com 

 

 
 
4. A pop-up box Wizard will appear.  This will prompt you to: 

a. Enter in the new name of your listing  
b. New listing date and time  
c. Keep the ‘Add Online Registration’ button to YES 

 

 
 

5. Click NEXT. 
6. Select who will be paying the processing fees for the event.  You can choose from: 

a. The participant 
b. The organization or 
c. Splitting the fees between the two 
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For additional questions, contact client support at  
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com 

 

 
 

7. Check all items that you would like to copy from the previous year’s listing.   
Depending on your previous year’s event these options may be: 

a. Custom Details 
b. Custom Questions 
c. Download Profiles 
 

 
 

8. You can also update your credit card descriptor on this page. 
 

 
 
9. Click NEXT. 
10. Depending on the type of listing that is copied; this is where additional classifiers can be 

selected.  For example with a running event, the list of classifiers below can be chosen 
from: 
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For additional questions, contact client support at  
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com 

 

 
 

11. After you have read the Service Agreement, select ‘Yes, I am 18 years of age or older.’  
Agree to the Services Agreement, enter your initials, and click FINISH. 

 

 
 
12. A pop-up box will appear asking: Are you sure you are finished copying this listing? 

If you are, click OK.  
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For additional questions, contact client support at  
Tel 888.620.8717 (option 1 & option 5) clientsupport@ActiveNetwork.com 

 

 
 

13. This is next pop-up box is confirmation that your new listing has been created.    
Click OK. 
 

 
 

14. Your new listing has been created and is ready to edit, update and manage. 


