
        Product Help Document  
 

 
 

For additional questions, contact client support at  
Tel 888.620.8717 clientsupport@ActiveNetwork.com 

 

 

Standard Details 
 

This document will demonstrate the process of how to update/edit your event’s 
Standard Details. 
 

1. Go to the General Listing Information folder on the left side of the screen. 
(The General Information and the Where and When tabs were already updated during the 
wizard process.) 

 

 
 

2. Click STANDARD DETAILS tab.   
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3. Here the following things that can be edited and/ or updated. 
A. Logo (event logo does not copy over) 
B. Update Fees section 
C. Add or update Brief Description 
D. Add or update Additional Information 
 

 
 

A. Logo 
 

1. To upload a new logo, click the link at the top of the page that says click here to 
add/update your logo. 
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2. Next, click BROWSE to upload a logo saved on your computer. 
 

 
 
3. Select the logo to be uploaded. 

 
4. Click SAVE at the bottom right of the screen. 
 
 
 
B. Fees 

 
1. The fees box located at the bottom half the page is updated here in Standard Details. 

 

 
 

Note: All of your categories and their current pricing will appear on your front event details 
page, but if you have a price change after a certain date or would like to give extra 
information regarding fees, this is where the information can be placed. 
 
2. Insert the fee information in the box. 

 
 

3. Click SAVE. 
 
 

C. Brief Description field is where you can update the description from last year. 
 
1. Make sure to update all dates and times with this year’s information. 

 

 
This section is limited to 500 characters. 
 
2. When all the information has been updated, click SAVE. 
Note:  If your brief description is longer than 500 characters then you may want to place the 
text in the ‘Additional Information’ section instead (as there is no character limit there). 
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D. The ‘Additional Information’ field is an unlimited field that you can use to communicate 

additional event information to your participants. 
 
1. If the ‘Additional Information’ field was used in the past please be sure to update all 

dates, times and locations so the text is relevant for this year’s event.  
 

 
 

2. When all information has been updated, Click SAVE. 
Note:  The Brief Description and Additional Information boxes are both HTML capable. 
 
 
If any edits, updates, and/ or changes have been made to the standard details page, be sure 
to click SAVE at the bottom right corner of the page before navigation elsewhere or your 
information will be lost. 

 
 


