Here is a detailed guide on how to set up an event with online
payments:
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Add a new event: https://cp.mulife.ie/manage/events/add

Enter/select the TITLE (min. 10 characters), CATEGORY, TYPE, ON-CAMPUS?, and
VISIBILITY.

Set PRE-BOOKING to "Book On MU Life".

Optional: add a BOOKING QUESTION (or 2), e.g. "Experience Level", "Gear Needed". If no
question asked, a box is still shown for the member to enter a note to the committee.

Optional: Enable TICKETS / QR SCANNING. If yes, a QR code will be emailed to the
member on payment (also available on their MU Life "Bookings" page), which the
committee can scan using their phone's camera.

Optional: Enable BOOKING NOTIFICATION to receive an email whenever someone
books.

Optional: Set OPEN BOOKINGS to a future date if you wish to publish the event but not
open bookings yet.

Set CLOSE BOOKINGS to an appropriate time. Default is 1 hour before the event starts.
This can be changed to "At Start Date/Time" to allow bookings right up to when the event
starts, or changed to a further out option if time is needed between bookings closing and
the event. Booking is not possible after the event start time.

Select "Paid (online)" for FREE/PAID.
Enter the PRICE (see PRICE NOTE below).
Set MAX ATTENDEES. This is the maximum that can book.

Enter/select the EVENT LOCATION (min. 10 characters), START DATE/TIME, END
DATE/TIME.

Optional: Schedule the event to not be shown until a certain date.

Upload an image for the event (not required but recommended). This can be your logo or
even better would be a photo from a previous occurrence of this type of event.

Tick any appropriate TAGS for this event.

Enter EVENT DESCRIPTION (min. 100 characters). Use the formatting options to make
important information stand out.


https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcp.mulife.ie%2Fmanage%2Fevents%2Fadd&data=05%7C02%7CMary.Banahan%40mu.ie%7C3fc05156f0a94715027d08ddfa84f459%7C1454f5ccbb354685bbd98621fd8055c9%7C0%7C0%7C638942171144277371%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=egnZJjFbURXy%2B5MCg9jUmgd1aN0EFl6ne4dD01G91hY%3D&reserved=0

