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Exware Event Setup – Department 

Login to the site: 

htps://events.fin.queensu.ca/cgi/login.cgi 

Click on the “Event Manager” icon: 

 

At this screen you will see only the events associated with your department 

Click on the link of the event you wish to update: 

 

  

https://events.fin.queensu.ca/cgi/login.cgi
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At any point you can review how your event will display by going to the event calendar page and clicking 
on your event: 

htps://events.fin.queensu.ca/cgi/page.cgi/event.html 

You can also review the registra�on page by clicking: 

 

On the Main Details tab update, the Summary, Long descrip�on, and Space available boxes.  

On the Main Details tab leave the “Hide from Public Lis�ng” at “Y” un�l are ready for registra�on to 
begin. 

 

https://events.fin.queensu.ca/cgi/page.cgi/event.html
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Space available needs to be filled in for people to be able to register – this can be an es�mate but will 
cap registra�ons when the count is reached.  If an event has no cap then inflate the number so 
registra�on is not limited. 

 

On the Registra�on tab you can setup defaults, ques�ons, messages, and mandatory fields: 

If you enable the cancella�on policy, COVID policy, or photo consent in “Se�ngs” you will need to also 
populate a corresponding Registra�on Message. 
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The se�ng op�on “Display the answers to the registra�on ques�ons on the confirma�on” is not 
applicable as it is only for non-e-commerce transac�ons.  If the answers are required in the confirma�on 
emails refer to the merge code document. 

 

Here you can add ques�ons specific to your event. 

The collec�on no�ce will be mandatory for all events and will be added when your event is set up – do 
not delete this ques�on. 
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6 | P a g e  
 

 

On the Emails tab you can set up automa�c emails and the content of each type.  See Merge Code 
document for available codes to use in emails. 
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Back to the Main Details tab and under this the various sub-tabs is where to further set up your event.  
Go through each tab and add in applicable informa�on for your specific event.  
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In the Main Contact tab, the email address must be filled in.  This is the “From” email address that the 
pla�orm will use to email your confirma�ons, registra�ons, and updates.  If le� blank email no�fica�ons 
will not be sent for your event. 

 

In the Mailing Address tab, fill in the address you would like to appear on your registra�on 
invoices/receipts. 
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In the Fees tab, add in all applicable �ckets.  If your event is free a fee is s�ll needed to be added just 
enter the cost at $0.00. 

When the event is ini�ally set up – there is a default $1 fee – this can be modified for your first fee by 
clicking the “Registra�on” link. 

Fee Groups can also be added if you want to group fees by day for example. 
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Required fields when adding a fee is: 

Status 

Name of fee 

Space available – if you leave it at 0 registrants will not be able to register. 

Fee – if the event is free s�ll need to enter as $0. 

Taxable 
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Op�onal fields can be used for early bird and late registra�on.  Using the Fee Group to group fees if 
needed. As well as linking dependent fees on each other. 

Note: the member only op�on is not applicable to our setup as this is only applicable if there is a 
member management system being integrated. 
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Ac�vi�es are for items like a meal add-on for registrants – they can be free or have their own price. 
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A picture for your event can be added to display when people register for the event.  This is different 
than the logo which appears on the confirma�ons/receipts. 

The logo is the Queen’s University logo and should not be changed. 
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Facili�es – can be added by event.  This can then be added in the Main Detail tab once your facility is 
added. 

 

 

 

Once you have set up complete, check out your lis�ng by clicking on the link and then find your event. 

htps://events.fin.queensu.ca/ 

This is how the event will look when accessed by the public.  Review and make sure you are sa�sfied – if 
not go back into the Event Manager and make changes as needed. 

 

Once you are sa�sfied with how the event looks and you are ready to open registra�on in the Main 
Details tab set the flag to “N” and take the event url and add to your applicable site. 

https://events.fin.queensu.ca/
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