
Event Manager Handbook 



To access the Event Manager

Go to the event calendar you want 
to post an event on. Then click on 
the “Publish your event” button, in 
the upper right corner.


Click on “Create Account” if it’s the first 
time you’re entering the Event Manager. 


Otherwise, simply log in with your 
credentials and skip the next page.
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Enter the email address you will always use 
when handling events and choose a password. 

Click on “Create account” and a confirmation 

code will be sent to your email address. 
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Enter the confirmation code in the “Confirmation 
Code” field, click on the “Confirm” button and 

follow the next steps to create your profile (only 
needed once).


PS: Please check your spam folder in case you 
can’t find the email in your regular inbox.

Create an account



1. Sign in and create new events

 
2. View, edit or remove the events you created


3. Browse your organizer groups

 
4. Add labels for your events


5. Add pictures to your local library


6. Browse the organizers’ list


7. Add, edit or remove an event template


8. Print the list of all your events

Overview of things you can do via the Event Manager



This is the homepage you will see once 
you log in to the Event Manager. It is 
divided in three main sections:


Filter: The filter button is a handy tool 
for facilitating  the search of an event 
you are looking for. You get the 
possibility to filter your events by 
keyword, date, status, category and 
venue. 


Current and upcoming events: This is 
the central part of the homepage, 
containing the list of all the current and 
upcoming events.


Past events: This is the section where 
you can browse all the past events.


By clicking on the blue button on the 
top-right, you can create a new event. 


Homepage



Fill in the name of the event, choose a label 
(optional), type in a description text, add one 
or multiple categories. 


Tips:  
• You can only choose one label per event. 

Choose the one that fits your event best at 
that time, otherwise leave the label section 
empty. Labels can be created or edited by 
administrators. 

• Add one or multiple categories. Deselect by 
clicking the ‘X’. 


Create event - basic information

1.1

1



Add photos to your event. You can choose to 
add your own photos, or choose from a local 
or online library.


Tips: 

• To add your own picture(s) to the event, 

please click or drag them into the blue box.

• Otherwise, choose picture(s) from the 

Picture Library by clicking on “Add from 
Picture Library.” Utilize the Search function 
in the Online Library for specific results.


• Feel free to give credit to the photographer 
in the “Picture Credit” box, as well as adding 
an Alt Text.


• For best results, consider using horizontal 
photos and pictures, as horizontal photos 
work best with our format. 

Create event - photos



• Add one or multiple Youtube videos to the event listing


• To add a Youtube video, click on “Add a YouTube video” and paste the copied YouTube URL of the video in 
the empty field


• The video(s) will be shown in the detail page of an event, in the 2nd place after the main picture

Create event - video
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Choose a date for your event, either ‘Single Time’ or ‘Daily or 
Weekly.’ 

Tips for Single Events: 

• If your event occurs only once, choose ‘Single Time’, and fill in 

the beginning and end times in the “From” and “To” sections.

• Click ‘Add Date’ and ‘Close’ when done, or ‘Clear’ to start 

over.


Tips for Recurring Events: 
• If your event is recurring, choose ‘Daily or Weekly.’
• Choose start and end dates 

in the “Recurrence begins” 
and the "Recurrence ends” 
sections. 


• Select each day and time of 
the recurrence, then click 
‘Add Date.’ Hit “Close” 
when done, or “Clear” to 
start over.

Create event - date
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Add an address and venue for your 
event, or mark it as online/virtual.


Tips: 

• Start typing in the “find a location” 

search bar and validate when the 
venue you were searching for appears. 
A blue pin will appear on the map and 
the “Venue" and “Address" details will 
appear in the respective fields.


• If needed, type in the “Room/Stage” 
field the details where the event will be 
held


• If needed, edit the address in the 
“Address” field


• The name of the venue will appear in 
the event listing. See the example for 
“Stockholm Olympic Stadium.”

Create event - address & venue

2

1



In this section, you have the possibility to add 
pricing information, a booking link (a book-button 
will automatically be shown on the event listing) 
or an RSVP form. To turn it on, just tick the 
related box.


Tips:  

• Click on “RSVP OPTIONS” for further 
personalizing this feature.  

• As you enable certain settings, you can check 
on the right-side, in real time, the preview of 
what the users will see. 

• On the text-box on the bottom-left, you can 
also create a customized text for proving more 
information, informing about your GDPR policy, 
or for adding a personalized text when users fill 
in the RSVP form with their email addresses.
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Create event - event booking



Add the appropriate contact information for the event.


Contact tips: 


• Add your contact information such as your telephone number and email


• Add a website link if you want to direct users to the official event website

Create event - contact



Choose to highlight the event, share with groups, and choose publishing date


Tips:  
• Choosing “Stick to top” or “Sponsor" will highlight the events in the calendar

• If the event is part of an organizer group, select the group from the dropdown, so that each member of the group can view and edit 

the event once submitted.

• Choose the preferred publishing date. If no date is chosen, this will default to today’s date and time.

• Click ‘Preview’ to see how your event will look when published, or ‘Save Draft’ if you would like to save your event to return to at a 

later time. 

• Click ‘Submit Event’ to have the event submitted to the Event Manager. 

Create event - publishing event



View events that you created.


• Once the event is created, you’ll find it in the 
“Events” tab, along with all the other events.


• For every event, you have the possibility to click 
on the trash icon to delete the event. If the event 
has been fetched directly from Facebook, or if 
it’s been created by an organizer, you have the 
additional possibility to approve or reject that 
very same event, by clicking on either ✓ or ✕.


• Only Admins and Moderators are authorised to 
post or reject events. Events rejected are sent 
back to the event organizer with a reason/
comment for rejection.


• Please note that it’s possible to edit already 
posted/published events. You just need to click 
again on the event. Make your changes and click 
on the “Save & Close” button. 

View created events
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Would you like to add a Facebook event directly 
to your Event Manager?


We have implemented a brand new feature, in 
which you just need to copy the link or the 
Facebook event ID from the URL of the event and 
voilà, the main information (name of the event, 
description, pictures etc..) is copied in your Event 
Manager in a breeze.


Create event - Prefill with Facebook
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Would you like to print the list with all 
the events? Look no further!


• By clicking on “Printable Event List”, 
the whole list of all your events in 
easily accessible


• It’s possible to see all the relevant 
information: name, date, category, 
venue, address and the event’s 
description


• It is a handy tool if you’d list to print 
the whole list of all your events

Printable Event List



By Clicking on “Event templates”, you 
get the possibility to create a template, 
so that you can streamline even more 
the event creation process.


• Give a name to your template, so that 
you can retrieve it when you need it


• If you wish, you can share this 
template with some of your organizer 
groups


• Create your template as if you were 
creating an event - the interface is the 
same!

Event Templates



If you have any questions, don’t hesitate to contact us at 
hello@cruncho.com or call


+46 73 530 3372

mailto:hello@cruncho.com

