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Custom Details 
 

This document will walk through the process of how to make edits to custom 
details. 

 
 

1. Go to the General Information folder on the left side of the screen. 
 

 
 
2. Click CUSTOM DETAILS tab. 
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3. The Custom Details created is the information below the black solid line. 
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The Custom Details created will appear as below for the registrant on the event details page: 
(for example: please see the Parking and Directions sections) 
 

 
 

4. In Custom Details the following can be done: 
a. Edit a current custom detail 
b. Add a new custom detail 
c. Delete a detail 

 
5. To update a custom detail click the EDIT link for that specific detail. 
 

 
 
6. Make any necessary adjustments and then click SAVE DETAIL at the bottom right of the 

screen. 
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7. To add a new detail, first enter the label. 
 

 
 
8. Next, enter the detail in the box located directly beneath. 
 

 
 

9. Click SAVE DETAIL in the bottom right of the screen.   
 

 
 

10. To delete a detail, click the DELETE link next to that detail. 
 

 
 

11. Click OK. 
 

 
 
 

Note: The custom detail field has a maximum of 250 characters and is HTML capable.  In 
addition, the order the details will appear on the front event details page can be adjusted. 


