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Events, Reporting 
Outline and Media 

Chapter Events
• The chapter events tab is where you will go to create 

a new event or find events that you have already 
made.

Event Attendee Report
• This is where you will go to pull reports for your 

chapter's events. You will need the event URL to pull 
these which can be found under chapter events. 

Media 
• This is where you will go upload photos to add to 

your events in Fonteva. 
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This is where you will go 
to upload pictures to 

add to your event.



Events Homepage

• This page will allow you to see all your 
events, including both current and old 
events.

• You can click the drop-down arrow for 
different filter options for your 
chapter’s events. 

• To create a new event, you will click the 
New button in the top right. 
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This is the drop-down 
arrow to filter your 

events.
This is the “New” button to 

create an event. 



1. Click “Create event from scratch”. Please do not clone events.
2. Event name will start with the name of your chapter followed by the title of 

your event (this will also be the internal name unless  changes are made).
3. Make sure the registration style is set to Lightning event and the event category is 

set to Chapter Events. (Same as pictured above)
4. Click Save & Continue

May 2026 4

Make sure this is always set to 
Lightning or else you will not be 

able to preview your event! 



Event Builder Main Page

• Along the left-hand side of the page will be 
different tabs you will use to help guide 
you through building this event

• Event Info: Where the main details of your 
event will be entered (date, time, 
description).

• Tickets: Create pricing options and 
tickets for your event.

• Venues: Add your primary venue, any 
secondary venues and add a map.

• Speakers: Highlight bio information of any 
speaker attending.

• Pages: Clean up options for your page.

You will not use the Invitation, Agenda, 
Sponsor Packages, Statuses, Theme, or 
Community Settings Page tabs at this time. 
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Event Info

1. The event name needs to be 
the name of your chapter 
along with the date of the 
event (i.e., KC Metro 5.4.26). 
This can help you organize 
your events internally.

2. Make sure the event display 
name is correct. The event 
display name is what shows 
externally.   We ask that you 
begin all event display names 
with your chapter for example 
KC Metro Chapter – Alice’s 
Office Party! 

3. Set your date and time 
parameters.

4. Select the correct time zone 
for where your event is being 
held.

Only seen 
internally

What the user will see
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Don’t forget to set your 
Time Zone!



Event Info - Location 
and Date Text

1. What you enter in this field is going to 
appear in the top right corner of the 
registration page. The bottom image is 
preview of where the information will 
go on the live page.

2. Make sure to enter time and start date.
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Where this will show on your 
event page

Don’t Forget to ensure you click to 
Enable if it is not already. 



Event Info – 
Event Overview

1. This is where all the details of your 
event will go. 

2. You can type out all the details of your 
event as shown in the image, including 
adding photos, documents, and links.

3. You cannot copy and paste an image 
or flyer into this field. You can upload 
your image via media collections.

4.  If you have a flyer or photo you would 
like to add, you may do so in the 
Chapter Leader portal via Media. You 
may also email 
chapterservices@apwa.org to have it 
included on the page. 
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mailto:chapterservices@apwa.org


Event Info - 
Description

1. This is where you can put an eye-
catching overview of your event. Once 
added, this will show on both the 
APWA event calendar and your 
chapters event calendar.
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1. To enable this event to show as Sold Out 
automatically, click the check-box for “Auto 
Sell Out”. 

2. The registration timer indicates how long 
someone has to complete their event 
registration, with a maximum limit of 99 
minutes.

3. If you need to mark your event as Sold Out 
and would like the Registration button to 
disappear while still leaving the event page 
available for attendee information, you can 
do this by selecting the “Sold Out” 
checkbox.

4. In the "When and Where" summary, enter 
the details of when and where the event will 
take place. These details will be displayed 
after someone registers for the event.

5. You can copy and paste the location & date 
section into the when and where summary.

Registration Timer
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Event Info - Auto Sell 
Out, Registration Timer 
& When and Where 

To turn on Auto 
Sell Out To mark event as Sold Out and 

Registration button to 
disappear. 



Event Info -       
Contact/ Attendee Settings

1. This is where you will capture the information of 
people who are registering. There are 4 default 
options you need to choose.

2. Enable contact search: Allows users to search 
for other individuals within their organization and 
register them for the event.

3.  Search all contacts: this allows users to register 
anyone that is in our database. This is helpful for 
administrators who have a new account not 
associated with their organization to search for 
people. 

4. Create Contacts for Attendees: This allows for 
someone to create a contact if they are not able to 
find that individual in the system by searching.

5. Disable Guest Checkout: Salesforces requires 
someone to be logged in when registering as part 
of their safety measures.

6. For contacts to be successfully searched, please 
add MailingCity,MailingState to the "Contact 
Search Result Fields CSV" as shown. 

7. After completing this section, scroll down to 
community groups

May 2026 11

Where to add MailingCity, 
MailingState for contact 

search. 

All the check marks you 
should select



Event Info -
Community Groups

1. Click on the drop-down for the 
community group and select your 
chapter.

2. It’s crucial to set your Community 
Group to your specific chapter. This 
not only ensures the event appears on 
your chapter website; but also allows 
the APWA Finance team to accurately 
allocate event funds.

Please note, you will want to add the 
chapter name here only, not the branch 
info. If the event is a branch event, please 
include that information in the name or the 
event description.

Community group drop-
down. 
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Tickets
1. This section will create 

the pricing options & 
how many tickets can 
be sold for the event.

2. You can also include 
registration instructions 
which is recommended.

Click here to reach this page

Click either of these to 
make a new ticket
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This will auto-populate with 
today’s date. However, it 
can be set to dates in the 

future.  



Tickets – Continued 
1. Mark the box “Is Published” & “Is Active”.

2. Name your ticket and add the price (Tickets should not have more than 15 characters in the name).

3. Enter in details of the tickets in the Description if needed. This example shows that this ticket comes 
with 2 drink tickets. 

Make sure these are 
checked

Check this box if you 
want people to know 
how many tickets are 

available
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Tickets – Group Ticket Option
1. If the ticket is for a group, such as a sponsorship, table, or foursome, etc,  you will need to scroll down and 

select "Is Group Ticket Type.“

2. Type in the what type it will be and select how many people are included in the ticket. The below is an example 
of a ticket for a Table that includes 8 people.

Make sure this is 
checked
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If you have a photo you’d like to use for your 
Tickets. This can be added here



Tickets - Early-Bird & 
On-Site Pricing

1. For Early-Bird pricing, select the 
Alternate Pricing tab at the top and 
check the “Enable Early-Bird Price” 
box. 

2. Enter the Early-Bird Price and pick 
the date that it will end.  (In this 
example, it will end at midnight on 
5/1/2026).

3. For On-Site pricing, select the 
Alternate Pricing tab at the top and 
check the “Enable On-Site Price” 
box. 

4. Enter the On-Site Price. Unlike the 
Early-Bird option no date needs to 
be selected as this price will go into 
effect at midnight on the date of the 
event. 

May 2026 16

Make sure you 
click the check-

box to enable 



Tickets - Ticket Inventory
1. Enter in the number of tickets that are being sold for this ticket type. If you can allow 100 members to 

attend your event, then you select 100.

2. If you have more than 1 ticket type, you also can group them. You will want to check-mark the tickets 
you want to group then select “Group Selected”.  Please see the screenshots below of how this is 
looks.

3. Ticket inventory can be modified any time throughout the event.

Click manage inventory to bring up the 
below screen
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Click the check-boxes then 
click Group Selected to 
group these ticket types



Venues 
1. To add a venue, click on the 

Venues tab. It is important to 
ensure this information is 
completed, as it will 
automatically flow over to 
WordPress. If this field is not 
updated, the event address 
will not appear on the chapter 
website.

2. First, you will want to add the 
name of the venue.

3. If this is your Primary Venue, 
please make sure to click the 
check-box for “Primary 
Venue”.

4. You can add additional 
information to the Description 
section, such as instructions. 

5. You will then be able to add 
the address. 

6. If you would like to display a 
map, please click the check-
box to “Display Map”.

7. You also can add a venue 
image if you would like. 
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This is the Venue 
Tab

Click here to add a new 
Venue

This is where you will 
add the address

This is where you will 
add the venue name



Venues - Map

1. To add the map, once you 
have clicked the check-box 
you will them go to Pages. 
Please see slide 23  for 
instructions on how to 
navigate pages.

2. You will then want to add 
venue map from the right-
hand side. 

3. You will have to move the 
venue map up to be right 
under your Venue or else it 
will be under registration. To 
do this, you will click the up 
arrow. 

4. Then, this is the pap that 
will display! 
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Click Venue Map, 
then Click Add



Speakers
1. To add a speaker, click on 

the speaker tab.

2. Change status to 
“accepted” otherwise the 
speaker will not show.

3. You can upload a photo of 
your speaker.

4. Enter in a bio of your 
speaker. (Optional)

5. You can add more than 
one speaker.
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This is the 
Speaker Tab

Click here to add a new 
Speaker 



Speakers – 
Continued 

1. You also will be able to add 
URLs for Linked In, 
Facebook or Twitter 

2. To view your Speaker’s bio, 
if you click on the photo is 
should pop- up and have 
those links to their Social 
Medial accounts under their 
photo. 

Please note, currently speakers 
entered in this section will not 
flow into WordPress. However, 
attendees will still be able to 
view this information once they 
click the “Register Now” button.
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Here you can add URLS to a 
Speakers Social Media sites 

If you click on the 
Photo, this pop-up will 

open with your 
Speakers Bio. 



Event Status
1. You can either set your event status to 

planned, active, or closed.

2. Planned is when you are still working on 
building you event and it’s not ready to go 
live. Please be reminded, in this stage it is 
not going to appear on the website and the 
registration link will not be open. 

3. Active is when the event is ready to go live 
and people can purchase tickets. This will 
make the event live on the APWA Event 
Calendar and your chapter’s website Event 
Calendar.

4. Closed will turn off registration and no 
longer allow people to access the page. 
This is how you turn registration off. It’s 
important to note that this will not happen 
automatically. You will need to go in and 
manually close it once your event is over. It 
is also important to note, that once closed 
this will remove the event from WordPress. 
It is recommended you click the Sold Out 
button as previously referenced in the 
Event info section to keep the event post 
Active. 

5. Please note, once an event is closed that 
this will automatically delete the event on 
the APWA & Chapter website. If this needs 
to be re-opened and added back to the 
website, please email 
chapterservices@apwa.org

6. To preview your event, make sure to change 
the status to active and hit “preview in”.

Status
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https://www.apwa.org/events/event-calendar/
https://www.apwa.org/events/event-calendar/
mailto:chapterservices@apwa.org


Pages
If you want to get rid of the Featured 
Speaker, Featured Sponsor, or Primary 
Venue headings, then follow these 
steps:

1. Click on the pages tab.

2. Hit the 3 dots under actions on the 
Overview line.

3. Select Manage components.

4. Click on the trash can for featured 
speakers, featured sponsors, and 
primary venue.

  

*Illustrated on the next page*
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Pages Tab Click this and select 
“manage components”

Delete these as 
needed
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Use the arrows (circled below) as 
needed to move the position of these



Pulling a Chapter 
Event Report
To pull a registration report for any of the 
events you set up, you will want to follow 
the following steps:

1. Click on chapter events.

2. Select your event you are looking to 
pull a report for.
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1. Once you are in the event you 
will copy the event URL link.

2. After the link is copied, return 
to the homepage.
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Pulling a Chapter Event 
Report – Continued



Event Attendee Report
1. Click into the “Event Attendee Report”.

2. Choose your Chapter’s Event Attendee 
Report.
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1. Click on the filter option.

2. Click on the Event URL.

3. Paste the URL in the bottom 
field.

4. Click apply to pull up the 
event registration report.

From here you can pull a detailed 
report into an excel document for 
your records.

1. Filter

2. Event URL

3. Paste URL here & 
apply
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Event Attendee 
Report - Continued



1. Click on Media.

2. Filter the Media Collections.

3. Click on your Chapter’s Media 
Collection.

4. Click “New Media Asset”.

5. After this, a different screen 
will pop-up, please see on 
next slide. 
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Media

1. Click on 
Media

2. Click to 
Filter

3. Click on the 
Chapter’s Media 

Collection 



1. Click to check-mark “Is publicly 
accessible”.

2. Click on “browse” to select your 
photo.

3. Enter in a title for your photo.

4. Add a description if desired.

5. Click Upload.

6. Copy your URL to add to your 
event.

7. Go to Event Overview and click 
the photo to add your URL.

Please note, you will not be able to 
add PDFs here. You will need to 
convert into a JPEG before 
uploading.

1. Check-mark 

3. Add Title 

Click Browse and 
add your photo
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Media – Upload to 
Media Collection

4. Click upload



1. Go to event Overview in the events 
tab.

2. Click on the photo, you will paste 
your URL from the media files here 
and click insert.

3. The photo will automatically be at 
a width of 300. You will click on 
the photo to open the photo menu 
if needed

4. Click on the ruler to open the 
menu to change the size of the 
photo.

5. Update the width, it is 
recommended to be set to 1000 
and click update.

6. You should now be able to save 
and check to see if you are happy 
with the size and placement of the 
photo.

Please note, you will want to make 
sure you have clicked into the event 
overview section where you would like 
your photo to be before adding the 
photo.
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Media – Adding 
Photo to Event 1. Paste URL here & 

click Insert

2. Click the 
Ruler 

3. Update the width of your 
photo & click Update



For Questions:
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chapterservices@apwa.org

chapterservices@apwa.org

here

Contact by email at chapterservices@apwa.org

Please provide as much information as possible.

If you would like a 1‐1 training session, please reach out to
chapterservices@apwa.org to set up a time.

If you need assistance planning your event, click here to access our event template. 
Complete the form and send it to Chapter Services to get everything set up.

mailto:chapterservices@apwa.org
mailto:chapterservices@apwa.org
https://apwakc-my.sharepoint.com/personal/jwilbeck_apwa_org/Documents/Event%20Template/Events-Content-Template_Revised.docx?web=1
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