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The event bin allows users to quickly make changes to multiple events, including:

e Appending text to or completely changing events’ names
e Changing statuses

e Updating attached address book items

e Managing attached tags

e Updating avails settings

e Adding or updating timeline items

e Adjusting publicity information

This document will walk you through adding events to the bin, mass-editing them, then removing them from
the bin.
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Add Events to the Bin

From the Event Details Page

1. Click Actions toward the upper-right corner of the page.

2. Click Send to Bin. If you are on a grouping’s details page, you will receive a drop-down with the
following options:

e  Groupingonly: add only the grouping to the bin
¢ Grouping and children: add the grouping and all of its events to the bin

e Children only: add only the grouping’s events to the bin

A Actions “L\W
Add Event +« Copy Grouping = Delete = Sendi = | Send to Bin|

Showtimes Grouping only |
Start End Description Grouping and children
3/3/2012 (Sat) 7:30 PM No Description

Children only ||
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From the Event Search Page

1. Hover over Calendars.
2. Click Event Search.

Sales AddressBook Resources Invoicing Reports My Website

3. Perform asearch for your events. (For more information, please see the event search document.)

4. Click the grey bin icons on the left side of the screen to add events to the bin. Clicking the top bin, to
the left of Event Name, will add all of the events to the bin.
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http://gocache1.eventbooking.com/media/86122_usingtheeventsea.pdf
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Edit Events in the Bin

1.

Navigate to the event bin page by either:

e Clicking the event bin icon toward the upper-right of most pages, then clicking Go to Event
Bin.

[y B S

: Clear 33 rente
¥ Actions Q Clear 33 events

e Hovering over Calendars and clicking Event Bin.

Sales AddressBook Resources Invoicing Reports My Website

Calel%dars (new!)
Calefidars (obsolete)
Detafls

Even;‘_ Search

Add f\:Srouping with Events (Single Space) piese Eestials): Orouping (d7gia)

Add Brouping with Events (Multiple Spaces) et
i : kpanese Festivals)

Add gvent (Single Space)

Add ?_vent (Multiple Spaces)

Add &vent with Sub-Events (single space) Arena, () Convention Center

Move View Calendar
:00 AM (Sun) - 3/15/2015 11:59 PM (Sun)

b
B
b

Corporate View
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2. Select the event level and event information you would like to view from the panel on the left side of

the page.
it ] Selected (0):
G i =
i dot AL | | When Event Ce
Event (32)
L (18] : {15h59m) ogatsu (New Year

Display Al [ 1/1/2012 8:00 AM Sh New Year) EE
¥ Status [J 1/8/2012 8:00 AM (15hssm) Toshiya {Archery Contest) EE
v e
 Contact @ 1/9/2012 8:00 AM 1shssm)  Seifin no Hi (Coming of Age) EE
ézmpmy 0] 2/3/2012 8:00 AM (15nsem)  Setsubun (Beginning of Spring) EE

rtist

(] - (1shsem  Kenkoku Kinenbi (National Foundatic

v (] 2/11/2012 8:00 AM Kenkoku K bi (N | Found EE

enue
v oo [ 2/14/2012 8:00 AM (1shsem Valentine’s Day EE
& Avails [ 3/3/2012 8:00 AM (1shsem) Hina (Girl's Festival) EE
) Timeline [ 3/14/2012 8:00 AM (shsom White Day EE
0] Publicity () 3/15/2012 8:00 AM (1shsem Hounen EE

3. Click the checkboxes next to the events you would like to edit. Clicking the top checkbox, to the left
of When, will select all events in the bin at the selected event level.

4. Click the pencil and paper icon next to the field you would like to edit.

When Emn Calendar Sunu Come T-D

17172012 8:00 AM (1sne9m)  Shogatsu (New Year) EB Beta Arena [ Re
1/8/2012 8:00 A 1wy Toshiva (Archery Contest) EB Beta Arena u Req
17572012 8:00 AM (1ssem)  Sedfin no Hi (Coming of Age) EB Beta Arena Or

t for Hold None None
rst for Hold  None None

est for Hold  None None

2/372012 B:00 AM sy Setsubun (Beginning of Spring) EB Beta Arena onfirmed None None
pmamaaias LS Samcamarmen i ol siaanarad [T} Request for Hold  None None
2/14/2012 8:00 AM 1pows  Valentine's Day EB Beta Arena [7] Request for Hold  None Naone

37372012 8:00 AM 1s2eany  Hina (Glrl's Festival) EB Beta Arena [T} Request for Hold  None None
3/14/2012 8:00 AM [1oases  White Day EB Beta Arena [] Request for Hoid  None None
31572012 8:00 AM 19asm  Hounen EB Beta Arena [T Request for Hold  None None

R a &)
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5. Make your desired changes to the event information for that field.

6. Click Save.

¥/ When Event Calendar Status

Check the events you would like to change

[. Confirmed v]

I Save I Cancet l

[« 1/1/2012 8:00 AM (1shsem) Shogatsu (New Year) EB Beta Arena [[] Request-

[« 1/8/2012 8:00 AM (15n5em) Toshiya (Archery Contest) EB Beta Arena D Request:

@ 1/9/2012 B:00 AM (15hsem) Seijin no Hi (Coming of Age) EB Beta Arena E] Request:
Your change has now been made to the selected events.

. When Event Calendar Status Tag

(0 1/1/2012 B:00 AM (1snesm)  Shogatsu (New Year) EB Beta Arena B Confirmed None

) 1/8/2012 8:00 AM (1shssmy  Toshiya (Archery Contest) EB Beta Arena . Confirmed None

£ 1/9/2012 B:00 AM (15n45m;  Sedfin no Hi (Coming of Age) EB Beta Arena . Confirmed None

L) 2/3/2012 8:00 AM [1shssm)  Setsubun (Beginning of Spring) EB Beta Arena B Confirmed None

) 271172012 8:00 AM (13ns59e  Kenkoku Kinenbi (National Foundatic EB Beta Arena B Confirmed None

L) 2/14/2012 8:00 AM [1snsem  Valentine's Day EB Beta Arena B Confirmed None

L) 3/372012 8:00 AM 1=tssmy  Hina (Girls Festival) EE Beta Arena W Confirmed None

) 3/14/2012 8:00 AM (12 White Day EB Beta Arena B Confirmed None

() 371572012 8:00 AM (1shssm Hounen EB Beta Arena B Confirmed None
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Remove Events from the Bin

All Events at Once

1. Click the event bin icon toward the upper-right of most pages.

2. Click Clear [number] events.

oL

Go to Event Bin

Clear 33 events
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Only Selected Events

1. Onthe event bin page, select the events you would like to remove from the bin.

2. Click Remove from bin.

Selected (4): Move Delste

[ 1} When / Event - Calendar Status

[ Shogatsu (New Year) EB Beta Arena . Confirme:
] Toshiya (Archery Contest) EB Beta Arena B Confirme:
2 Seijin no Hi (Coming of Age) EB Beta Arena B Confirme:
@Il 2/3/2012 8:00 AM (1shsem) Setsubun (Beginning of Spring) EB Beta Arena . Confirme:
(CJf 2/11/2012 8:00 AM (1shsem Kenkoku Kinenbi (National Foundatic EB Beta Arena B Confirme:
] 2/14/2012 B:00 AM (1shsem Valentine's Day EB Beta Arena B Confirme:
[CJ) 3/3/2012 8:00 AM (15n59m)  Hina (Girl's Festival) EB Beta Arena B Confirme:




