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Overview  
Create event categories and an event in Yourmembership.com. Note: You’ll be asked to 
choose registration forms and tickets if applicable when creating an event. I like to set up 
the event, then create the forms and tickets if necessary, then go back to the event and 
select them. I find this to be less confusing. If you’d like, though, you may create/choose 
forms and tickets before creating the event.  

Categories:  
Categories can make it easier to find your event in a long list of events. You can create a 
category for a lecture series with the name as the category (“Tree- a-Month Lectures 
Series”) or a type of event (“Conventions” or “Training Sessions”).  
 

1. Go to Features> Events> Manage Categories.  

  
 

2. Enter any categories you’d like to add, or click the pencil icon next to any existing 
category to change it. 

 
 

YourMembership.com 

makes frequent 

enhancements, so this 

SmartBook may differ 

from what you see on 

the screen.  

Contact smartbooks@ 

starkweather.us if you 

need an updated 

SmartBook.  

Starkweather 

Association Services 

offers a full range of 

strategic consulting 

services. 

● Detailed technology 

assessments 

● In-depth YM training  

● Change management 

● Custom application 

development  

Contact engage@ 

starkweather.us for 

more information. 
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3. To make categories easier to identify for your members, you can add a category color. All events that are 

assigned to a certain category show up as that color on the main community calendar on the frontend of 
your site. To set the color, click on the pencil icon next to that category. Then click on the textbox in the 
Category Color column and use the color box to choose a color. Then click the disk (save) icon next to the 
category. You’ll notice that the text color is either black or white depending on how dark the background 
color is.  

 

 .  
 
 Please note: The only place that the category colors show up is the month view of the calendar on the 
 frontend of the site. On the homepage, click on Month View.  
 

  
 
 Now you can see the category color: 
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Copying an Event:  
 

4. Before creating a new event, you can check to see if there’s an event that’s similar and copy it by looking at 
the list at  Features> Events> Dates and Events.  (You can look at all events, past and upcoming, and both 
active and inactive events. Be sure to change the filters accordingly.) For example, if you’re creating an 
annual event that happens every year in the same place with the same tickets, you may want to copy that 
event, then edit it. You’ll need to evaluate if this is actually a time saver, or if it creates confusion and more 
work. If you find an event that you’d like to copy, hover over the three-line icon to the left of the event and 
click on Copy Event.  

 

 
 

Then go back to your list of events and click on the pencil (edit) icon next to it to make changes. 
 

 
 

Creating a new event:  
Note: All fields marked with a red asterisk * are required fields. A question mark next to field name means that a 
description of the field is available if you click on the question mark.  
 

5. Go to Features> Events> Calendar and Events> Add a New Event.  
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6. You can keep the event active if you’d like, so that you can try it out as if you were a member registering, or 

you can make it active when you’re ready for testing. Either way, at this point, when you’re first setting up 
the event, make it invisible by choosing “No” for the calendar and snapshot settings.  

 

 
 

7. Name is the name of your event, like “350th Annual Convention” or “Restoring Your Faith in Humanity,” 
whatever the title of your event may be.  

 
8. The Short Description appears when hovering over the event on the frontend calendar.  

 
9. Do you want your event to be visible to signed-in members only? If so, choose Yes next to “Is event visible to 

signed-in members only?” If you want anyone to be able to see that the event exists, whether or not they’re 
a member, choose No. (This might take a moment of thought. Do you want non-members to be able to see 
the event, even if they can’t register for it? You’ll be able to choose whether or not non-members can 
register for the event below.)  

 

 
 

10. Choose any Categories that are appropriate for this event.  
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11. Be sure that the GMT offset is correct for your time zone. You must enter a start date. You can enter any 
other info into the Date Settings section that you have at this point, or leave it blank to fill in later.  

 

 
 
8.  

7. The “Event Date for Display” and “Event Time for Display” are optional fields, but if you use them, enter 
something like “5:00 PM until the cow’s come home” or “12:00 noon until 5:00 PM” and “Friday, January 
15th through Sunday, January 17th”. This is how those fields appear on the frontend: 

 

 
 

8. Will your event recur? If so, choose the frequency with which it will recur and fill in the information 
requested. If not, leave “None” checked.  

 
9. Do you want this to show up on any group calendars? If so, choose them here. Can Group Admins edit the 

event? If you’re setting up the event for a particular group, you may want their admin to be able to make 
changes. If so, check Yes. (Note: if the event is linked to more than one group, no Group Admins may edit the 
event.)  
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10. Enter the location of the event. If the event is in the U.S., after you choose the country, a dropdown menu of 
state will show up in the “Location” field. Or depending on your settings, “State” may appear. If you check 
“Include link to Google maps,” a link AND a map will appear with your event: 
 

 

 
11. Who should people contact with questions? Enter his/her name and email address in the Contact Name 

fields. 
 

12. Do you want to allow online registration, if you check “yes,” the following fields show up: 
 

 
 

a. Do you want only members to be able to register online and not the public? If so, check “Yes.”  
b. Permalink to Event Registration: leave this for now. We’ll change it later. 
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c. Choose the registration form that you want primary registrants to use for this event from the drop-
down menu next to Primary Registration Form. If you don’t have an appropriate form yet, you can 
come back later and change this.  

d. Do you want registrations to be automatically approved? If so, check “Yes.” If you want to approve 
each registration manually, check “No.”  

e. Do you want members to be able to register others? If so, check “Yes.” This is recommended, so that 
one member of a company can register co-workers. Keep in mind, though, that if a member registers 
another member with a different member type, the member type of the primary registrant will 
determine fees. So if the primary registrant is member type Lord and is charged $1,000 and the 
additional registrant’s member type if Serf and he/she should be charged $5, both will be charged 
$1,000. In this case, when different member types are charged different fees, you may want to not 
allow one member to register others. 

f. Allow incomplete registrations and modification to existing registrations: If you allow this, registrants 
may come back later and change their registrations. Keep in mind that if a registrant needs to add or 
remove anything from a completed registration that required payment (a ticket), you’ll need to 
delete their current registration and create a new one. You can’t add or remove anything that 
requires payment from a completed event registration. 

g. Do you want the registrant to be required to fill out a registration form for additional attendees? If 
so, check “Yes.” This is recommended for most events – you’ll want to know who’s attending so that 
you can create name badges, registration packets, etc. You can either choose the same registration 
form or choose a different one. (You may want to collect less information about additional attendees 
if they’re, for example, spouses/partners, children, or others who are less involved in the event.) 
 

h. Ticket options: Choose the required tickets and the optional tickets here if you’ve created them. If 
you haven’t, come back to this step later.  

i. Scroll down to “Ticket Options for Primary Registrant.” All ticket options will show up in this 
box, and you must choose one required ticket. You may choose any optional tickets that the 
registrant may buy as well. For example, the registrant must buy an entrance ticket, then 
they can choose if they’d like to buy a banquet ticket, and/or a golfing ticket, and/or an art 
museum outing ticket.  

ii. You can also select tickets for additional registrants that the primary registrant is registering.  
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i. Is there a maximum number of people that one person can register? If so, enter it here.  
 

 
j. “Must 
register by” means 
that online 
registration will 
close on this date. 

 
k. Do you want 
an event reminder 
to be sent? If so, 

select “yes” and how many days before you event you’d like it to be sent. To view and edit the 
notification that will be sent, go to Content & Settings> General Settings> Notifications and find 
“Events: Reminder Sent to Event Registrants” in the list. To find it more quickly, you can filter by 
type: Member Alerts. 

 

 
 
Click on the pencil icon next to the notification to edit it. 
 

 
 
 

13. Would you like to display an RSVP list? Make your selection here.  
 

 
 

 
 

14. Online registrations instructions: Is there anything that you want registrants to know at the beginning of their 
registration process? For example, will they get a link at the end to make a hotel reservation? You may want 
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to mention that here. Is there anything in particular that they should note? Has the date changed? Is there 
anything tricky about ticket purchase? Do you want to highlight when they must register by? Any of that can 
be done here, or you can leave it blank.  

 

 
 

 
15. You can create your own “Registration Thank You” for this event or use the default.  

 

 
 
 

a. Default Thank You: You can preview and edit the default thank you by clicking on Preview, which will 
open the default thank you in a separate window. Keep in mind that the Default Thank You is default 
for ALL events, so if you edit it, this is the thank you page that all registrants for all events for which 
the Default Thank You Email is selected will see.  

 
b. You might want to create your own thank you to make it more personalized, or to include hotel 

reservation links, an event schedule, or any other information about the event that you’d like them 
to get in in their thank you message. If so, select “Use the Thank you Note below on the Thank You 
Page” and type or copy your text into the box, including any images or links. 

 

 
 
 
 
 

16. Do you want to allow online check-in, so that registrants can check themselves in? If you’re attaching 
certifications to your event that are linked to licensing or something similar, this is not recommended.  
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17. If you have products in your store that are related to this event, such as t-shirts or water bottles, you can 
check them here and they’ll show up as options on your event.  

 
18. If you want to include an image with your event, like a logo or other picture, it must be on your computer. 

You can upload it here if you’d like, or you can leave it blank. If an image has already been chosen, you will 
see it here.  

 

 
 

The image will show up on the frontend on the actual event: 

 

 
 

And on the community calendar page on your site: 

 

 

 
 

 
 

19. Add a description of your event in the “Descriptions/Comments” box. This is where you can include the full 
description of the event, including a schedule, links, any description of the location, etc. This will show up at 
the beginning of the registration process.  
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20. When you’re done with your description, choose if you want to post this event to the mobile feed for your 
site, and whether or not you want to create sessions now. Then click Submit.  

 
21. A pop-up will appear asking if you want to send out a new event notification at this point. If you are not 

finished with your event set-up – if you haven’t created and added any registration forms, tickets, and/or 
sessions, or if the details aren’t filled in yet – deselect this option! You can email your membership later with 
an announcement when registration is open. 

 
Note: When you go back to your event, you’ll have the opportunity to create a custom URL or to use the one 
provided. In the screenshot below, the box that pops up when you click create a custom URL is to the right. You can 
use this link for testing if your event isn’t visible on a calendar. When you test your event, if registration is restricted 
to certain member types, make sure that you are logged in as a member of that type, then enter the URL in the 
search bar. If you enter the URL into the search bar, and you’re not logged in as an eligible member type, and your 
event is open to members only, you’ll be taken to the login page and not to the event. You can also use this link to 

help anyone you send it to to identify what the link is for. The “alias” that you create in the box only needs to be 
the last part of the URL, as described in the instructions. 
 

 
 


