
EVENTS

EVENTS – main menu

How to create Public or Private Events

Invite all of your site members or a specific 
selection of members.



From the main menu across the top of the page, click on Events.

Click the Create New Event 
button.

The Event Details form will 
always be the same. Fill it 
in and proceed to the 
Attendance Settings 
section.



As you make choices involving the 6 areas in the Attendance Settings section, different 
options will be made available to you.



Visibility and
Available Seats

The default setting for 
Visibility is Public and for 
Available Seats is 0 (zero).

Choosing Private with either
unlimited seating or limited 
seating will bring up the 
listing of all site members for 
you to search and select 
invitees.

Shown at left is an example 
of a search. Clicking on the 
site member name 
highlights (selects) and adds 
it to the list of invitees. Keep 
searching to add more 
invitees.

Limiting the available seats 
in both Public and Private
Events will inject a question 
to answer about seat 
approval. 

Answering Yes will prompt 
the system to send an email 
to all site administrators.



Email Notifications and 
Certificate

The default settings are No
and no certificate (blank).

If you choose Yes to Email 
Notifications regardless of a 
Public or Private status, an 
email will be sent to invitees.

If you choose to have a 
Certificate granted for 
completion of an event, you 
can choose the Default 
Certificate or upload one 
that you have created.

To the left is a sample email 
to an invitee.  The Inbox  
“from” column will read 
CollaborNation.

Invitees need to:
Click the link to go to the site
Click on the Events tab
Click on the Event (shown in 
the calendar)
Click to accept or decline



Prerequisites

The default is for no 
prerequisites.

When you click to open the 
Prerequisites form you may 
choose an Event or a Course. 
For an event(s) enter the 
name of each previous event 
in the field and click to 
choose, then set up the 
completion status that is 
acceptable, if desired. Click 
the Add Prereqs button to 
complete set up.

If you choose a course or 
courses, select Course in the 
drop down field and type a 
part of the title, and click to 
make your selection(s) and 
set up the completion status 
that is acceptable. Click the 
Add Prereqs button to 
complete set up.



Upload Documents

The final piece to consider 
when creating an event is 
whether or not you want to 
upload documents for 
invitees. This could be 
anything from agendas, 
driving directions, reading 
assignments, etc. Follow the 
instructions in the box to 
adhere to the types and 
sizes that you can upload.

When you are ready, click on 
the Create Event button.

Prepare for your Event

While in the site, click to 
open your Event to see the 
responses from the invitees 
and also to download a sign 
in sheet to use the day of 
the event. 

Pictured is a Private Event 
with limited seating and 
one “accepted” response. 
The button to download the 
sign in sheet is toward the 
top left. Sample of the sign 
in sheet also shown.
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