
Event Setup Wizard  

Time-saving builder for simple events 
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Event Setup Wizard 

The Certain Event Setup wizard is a quick and 
easy way to create a new event, from scratch, 
with minimal previous knowledge or training on 
the Certain platform.  Perfect for a one-time 
event registration process to register attendees 
and collect fees   
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• From the Event List page in your Certain account: 
• Click “Add Event” at the top-right, and then “create an event 

using the Event Setup Wizard: 

 

 

 

 
Note:  Application may take a few moments to load.   

 

How to use it: 
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Get Started 

Menu will show all standard and optional areas for the 
event.  Check or uncheck the ones you need.  Then click 
the “get started” tab on the bottom-right 
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And then build your event! 

• Progress bar on the right shows where you are! 
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Add custom display and website 

Color picker and graphics upload, and your custom event is done.  It’s that 
easy!    
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And That’s it!  Some Quick Tips: 

• 1.  When creating an item in the Event(question, agenda item, attendee type, 
etc.) be sure to click on the Create or update button to actually create the 
item before clicking on Save and Continue. 

• 2.  To continue on from the Attendee type or Agenda Item page, you may 
need to click on an agenda item/Attendee type that is already created first, 
before clicking on Save & Continue 

• 3.  Once the Event is created, you can get the Form and Website URLs, as well 
as edit the event(add new questions, agenda items, attendee types, and fees) 
by going into Plan->Event Setup->Dashboard. 

• 4.  With your new event created, if you want even more flexibility and 
control, you can change the event to "Classic" mode by clicking on the link in 
the Dashboard to do so.  From there the entire range of Certain 
customization options are available. 

 


