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CUS Event Form


CUS Registration System
CUS Event Form

Event Name: 
Event Contact Name: 
Event Contact Email: 

Event Contact Phone: 

Pricing:
	Ticket Description
	Price
	# Available
	Restrictions

	
	$
	
	

	
	$
	
	

	
	$
	
	

	
	$
	
	


TIP: You can restrict certain tickets to groups.  For example, you can set special pricing to for delegates that attended prior events, or to only CUS students or to certain year levels.
Pass on Credit Card fees to Students: 
TIP: Please choose Yes or No.  This will not affect your cash sales.  Credit Card fees are $0.30 + 2.9% of the price.
CUS General Ledger Account Code: 

TIP: This is the two digit code that will allow the funds to get credited to your event.  Please talk to the CUS VP Finance to obtain your general ledger code.
Total Number of Tickets Available: 

TIP: Write “No Limit” if there is no capacity.
Allow Multiple Signups: No
TIP: Change to “Yes” if you would like a user to be able to sign up more than once from their account.
Signup Notification: No
TIP: Change to “Yes” if you would to receive an email notice every time someone signs up for the event.
Number of Check-In Stages: 0
TIP: Change to 1 or more if you plan to use the registration system to check delegates in.  A number that is 2 or more means that you want to check students in at multiple stages (for example, 1 ticket that gets you access to more than one event).
Event Webpage: http://

TIP: This field is optional.  This is where people can go to for more information about the event.

Waiver Link: 

TIP: This field is optional.  This is a link to a file or page that contains a waiver for your event. 
Return Webpage: 

TIP: This field is optional.  This is the webpage where people are directed to after they sign up.

Email Address for Questions: 
TIP: This is who people can email if they have questions about the event, and any emails sent out to delegates through the administration interface will come from here.
Information that will be collected:
· Name

· Gender

· Email Address

· Phone Number

· Sauder or non-Sauder Student

· Year and Specialization (Sauder students only)

· Allergy Information

· Number of people signed up.

If you need any other information than what is provided above, please fill out the Event Specific Information form as well.
If your event has concurrent workshop tracks that you require delegates to sign up for ahead of time, please fill out the Multitrack Workshop Form.
To change the confirmation email that members will receive, please fill out the Event Confirmation Email Form.

To brand the registration page with your club or event’s logo, please attach a copy of your logo in JPEG or GIF format.  The logo will be placed on a white background, so it is recommended that colours be adjusted accordingly.  Please do not paste a copy of the image into the word document, as this will result in a lower quality image.
Please submit all completed forms via email to registration@cusonline.ca. 





CUS Event ID: 





Paypal Prefix: 
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