PAYROLL SERVERS MARKETING

HOW TO LAUNCH AN EVENT
Setting up an event registration page is simple with the Payroll Servers Marketing platform. There are several ways
to create an event: Create your own custom Seminar, Create your own custom Webinar, Leverage an event-in-abox with some pre-populated content, or Copy one of your previous events.
Before getting started with any of these options, make sure your profile is complete with a company logo and
privacy statement.
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Visit the Events page from the left navigation menu. Select one of the available options to get started.
Begin by entering the basic information for the event, like the name of the event and the date and time. If
you are using an Event-in-a-box, the event name is already provided.
Set your reminders, if any, to go out 3 days, 1, day, and/or 1 hour before the event. These reminders will
go to your registrants only.
If you are customizing an in-person live event like a seminar or lunch & learn, you will need to provide the
event location address. If you are customizing a virtual event like a webinar, you will need to include the
conference details like access URL and any required passcodes.

NOTE: The platform will help manage registrations, but is not a webinar or webcast platform. You will still need to
use your preferred tools for broadcasting your webinar (WebEx, GoToWebinar, Adobe Connect, etc.)
5.

Enter the optional settings for a maximum number of registrants, target number, and customize the
confirmation message that goes out to anyone who registers for your event.
6. In the Event Focus & Description tab, you will build your registration page. Select an image and type in a
description to publish on your registration page. Include details like an overview of the event, list any
specials guests, or include information about the host.
7. Select the focus for the event: a target audience, any relevant verticals, and products of interest.
8. The section will allow you to customize information about you as the event host. If you added company
description and a logo in your profile, it will appear here. You can personalize that description and publish
it on the event registration page.
9. Click to PREVIEW your event registration page. You will have the opportunity to activate your registration
page now, or save it and activate later.
10. Once you activate the event, the platform will generate a URL for your live registration page, and will
allow you to send invitations to your event.

Your event registration page is now live! Track the registrants from your dashboard, or go to Manage > My
Events from the navigation menu.
NOTE: You can manage the event registration page at any time by going to Manage > My Events and clicking
to expand the event details. You will have the option to edit the event details, send more invitations, cancel
the event, and view registrants.

