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How to Make Edits in the Registration Categories Folder

This document will show the process of how to add or delete a registration category.

1. Go to the Registration Categories folder on the left side of the screen.

Select Listing -> | 10/31/09 - Active X Event TEAM TESTING + | &X New Listing B Copy Listing

@ Listing Home for Active X Event TEA .

5101 Help Listing Home 1\

{:I Cross-Listing Tools Listing Date: 10/3] :

{:I Administration I_'ISt'Illg ID: 158147 Listing to edit has been selected

EI{:I General Listing Information
@ General Information
@ Where and When?
@ Standard Details

Status of Your Listing
# This listing has Cnline Reqistration turned

&5 Custom Details & This listing is approved for display on Active,com,
-] Organization Information & This listing can accept local expert comments,

=1 Customization

@ !:f‘?g_"s”a“”” Messages Preview Registration Form
@ walver # Show me what parficipants wil see
----- 28] Cluget

Customized Your Form Yet?

""" A dLegary * Customize Registration Questions Yes
----- Re-order Categories & Your Waiver Yes
""" Group Categories & logo ) Yes
..... Export Headers » Donation Account Setup / Linked ‘fes

+-{ ") & Mie Race - Team Captain Renist

For additional questions, contact client support at
Tel 888.620.8717 clientsupport@ActiveNetwork.com
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2. To add a new category, Click ADD NEW CATEGORY link.

@ Listing Home for Active ¥ Event TEA
{:I Help

{:I Cross-Listing Tools

{:I Administration

EI{:I General Listing Information

@ General Information
@ Where and When?
@ Standard Details
@ Custom Details

B Organization Information
B Customization

@ Registration Messages
@ Waiver

----- Cuestions
[—]D Regjsiration
.
..... i = e
----- Group Categories

----- Export Headers

For additional questions, contact client support at
Tel 888.620.8717 clientsupport@ActiveNetwork.com
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3. A pop up box will appear which will prompt you to enter the:

Category name

Category distance (if applicable)

Category price

Date & time the price is good through

An additional price can be added if there is a price change
More categories can be added; Click ADD NEW CATEGORY

mmoowr

Add New Category

Create Registration Category

Categories are generally different price divisions, For Example, a single running event might offer a
5K, 10K and & Children's Run, while a softball league can determine their categories based on age
group and or gender {i.e. Girls 12 and Under, Boys 16 and Under.) To add multiple categories, fill out
required information and click ™ew Category” button at the bottom of the screen, If you do not need
separate categories, we suggest you create a single category named Registration.”
Assign Prices to your categories

If this category has a single price, enter the amount, If this category has a multiple prices, enter
the amount of the first fee and dick "Add New Price.”
Example of price: early fee is 540,00 until 11/01,/2005 03:00 AM, late fee is 850 until 12/15/2005
03:00 PM,

Category 1

A, | Category Mame:™ |

B. | cateqory Distance: ™ w

Max Reqistrations: Lindmted i left Blank

C. | Category Price 1:% | | until|Oct %[ 22 (s || 2000 %] |07 (% || 00 v || am s D,

E. | AddnNewprice |

F. [ Add MNew Categary ]

[Cancel][{Bad{]

4. Click FINISH when the additional category has been added.

[ Cancel ] [ < Back ] ‘.

5. The new category that was just created will appear along all other categories on the left
under the Registration Categories folder.

For additional questions, contact client support at
Tel 888.620.8717 clientsupport@ActiveNetwork.com
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6. To delete a category, Click DELETE, next to the name of the category.

EI{:I Registration Categories
b ﬁﬂ Add Mew Category
Re-order Categories
Group Categories
Export Headers

_.{:I Adult Registratip\r.]
-] Child Registration [Unger 12 only)

7. Click OK.

The page at hitp:/fhsww.active.com says:

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




