How to Create a Multi-Level Event

Step 1. On the Events functional area, click Add New. From the dropdown menu, click Multi-Level Event.
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Step 2. Choose a two-level event template.
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Step 3. Click add.
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Step 4. Now you will create your Level 1 event. Complete this screen just like you would any other event
and be sure to use your naming convention. If this is a paid event don't forget to check “event allows
designations on fees.” Click OK.
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Step 5. With the name of your Level 1 event highlighted, click add again. This will create your Level 2
event. Fill out all the details.
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Step 6. Repeat Step 5 as many times as needed until you have created all of your sub level events then
click Save. Remember that each new event will be nested under the one you have highlighted on this
screen.
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Note: If you accidentally create an event out of order you can use the blue arrows to rearrange the
multi-level event structure.

Step 7. Click Save. You will be directed to a summary page where you can view and access all of the
levels of your event.
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