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Alumni Clubs Event Registration (and how to charge attendance fees) 

It’s critical that you add any event your club is hosting to your Ross Alumni Club website’s “Event” section. 
This will ensure the event is advertised throughout the Michigan Ross website, will appear on your own club 
website’s “Events” thread, and will be included on the public Michigan Ross events calendar. If you are in 
need of a copy of photo instructions detailing the process of creating an event on your alumni club website, 
please let us know at MiRossAlumniClubs@umich.edu.  

If you would like to build a registration website for a club event (and, if you so choose, to charge an 
attendance fee – pg. 11), be sure to do it at the same time you’re adding your event to the “Manage Events” 
page on your club portal: 

 

Once you have entered other event details, choose “Add Website.”  
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Then choose, “create a website for my event,” which will allow you to build your own internal registration 

page, rather than use an external registration collection platform like EventBrite. 

 

Click OK, ensure all other items are finalized, and click SAVE. 

 

On the confirmation screen, select the button, “Create Your Event Now!” The images that follow show the 

fill-in fields / information you will need to provide: 

 

 

 

 

 

 

 

[Type a quote from the document or 

the summary of an interesting point. 

You can position the text box 

anywhere in the document. Use the 

Drawing Tools tab to change the 

formatting of the pull quote text box.] 
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Website Settings Screen 1 
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Website Settings Screen 2 
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Website Settings Screen 3 

 

 

 

 

 

Click SAVE   
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Main Site Management Screen 

Three main areas to modify: 
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Content Managers 

Hint: Don’t be editing at the same time 

 

 

A Home Page Is Required 

(You can use the Paste from Word or Paste as Plain Text features to use the same text from your earlier 

event description.) 
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Creating a Registration Page 1 

Start Date, Actual Deadline Required 
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Creating a Registration Page 2 
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Creating a Registration Page 3 

 

 

 

 

 

 



  11 

 

 

**Registration Types (This is where you can indicate attendance fees!) 

Choose Registration  Edit Content  “Registration Types” 
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Standard Form Fields 
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Custom Form Fields 1 
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Attendees Administration 

 

 

 

 


