PALS SiteMaker – Event Signup Feature
These instructions are for libraries which have Signup enabled for the events calendar.  To enable have Signup enabled for your library’s SiteMaker site, contact Brian Smith (brians@palsnet.info).


Configuring Your Signup Settings

If logged in as LibraryAdmin or another “super user” login, go to:

Administration > Site Configuration > Signup

Under any other staff login, select Signup Settings in the Navigation menu.

Change the default settings to your library’s own preferences.  These changes will take effect for new events for which you want to use online registration.
 Except for the registration closing time, these default settings can be changed for an individual event, when you add or edit the event listing.
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The number of hours before the event which signups will no longer be allowed. Use negative numbers to
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Set the default time for closing online registration for events.  Note: Time is in hours, not days.
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New signup-enabled nodes will start with these settings.

Email address where notification of new signups will be sent. Leave blank for no notifications.




Optional: Enter an email address that will receive notice of all registrations.  Registrations will also be accessible to library staff through your SiteMaker site.
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Confirmation ema

[Thank you for signing up for this event at the library:

%event
%time

If you are receiving this message in error, or if you need to cancel your registration for this event,
please call us at 999-999-9999.

Email sent to user upon signup. Supported string substitutions: Y%event, %time, %username,
9%useremail, %info (user signup information).




Patrons will see a confirmation screen on your website when they register for an event.  If you want to send an additional email confirmation for each event, check the Send confirmation box and enter a message to send.

To include the name of the event in the email, include %event in the message text.

To include the date and time of the event in the email, include %time in the message text.

Sending a confirmation email is optional.
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Reminder email:

[You are registered for this upcoming event at the library:

%event
%time

\We look forward to seeing you! If you need to cancel your registration, please call us at
1999-999-9999.

Email sent to user as an event reminder. Supported string substitutions: %event, %time, %usemame,
9%useremail, %info (user signup information).




If you want to a reminder email before each event, check the Send reminder box, set the time to send the reminder, and enter a message to send.

To include the name of the event in the email, include %event in the message text.

To include the date and time of the event in the email, include %time in the message text.

Sending a reminder email is optional.
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Maximum number of users who can sign up before signups are automatically closed. If set to 0, there is
no limit.




Set the default limit on the number of online registrations that will be accepted.  Enter 0 for no limit.

Click the Save Configuration button when finished.
Remember: Most of these default settings can be changed for individual events.

Activating Signup for an Event

Note: For each event, Signup is turned off by default.  If you want your library’s default setting to be for events to have online registration enabled, see the instructions below.

Create a new Event, as described in the PALS SiteMaker Library Staff Manual.
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On the page for editing the event information, there is an option for the event’s Signup settings.  To use online registration for that event, select Enabled.
Your default settings for event Signup will be displayed.  You may edit any of these settings (e.g., change the limit, etc.) for this individual event.   When you save your new event, online registration will be available, using the settings configured for that event.


Enabling Online Registration as Your Default Setting

If you want all new events to have online registration turned on as your library’s default setting, login to your site as LibraryAdmin or another “super user”.
Go to: 

Administer > Content Management > Content Types
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In the Operations column for the Event content type, click edit.

Scroll down to the Workflow Options for Event, and find Signup Options.
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Change the selection from “Allowed (off by default)” to Enabled (on by default).

Click the Save Content Type button to save this change.

Patron Signup Screen
For events which use online registration, the detailed event information includes a toggle for Signup.

Clicking the “Sign up for … “ link will expand the registration form.
Note: If registrations for an event have reached the signup limit, or if the time for registering has closed, then the online Signup form will not be available to patrons.
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The patron will need to enter Email address, Name, Phone number, and Library Card Number.  All fields are required.   When the fields are filled in, and the patron clicks the Sign up button, a confirmation message is displayed.  
The text of this confirmation message cannot be customized by library staff, but the lines about confirmation and reminder emails will be shown only if those settings were enabled.
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Staff Signup Functions

Library staff members have access to the staff functions for reviewing and managing the registrations for events, through the Signup Administration link in the Navigation menu.  For LibraryAdmin and other “super user” logins, go to:  Administer > Content Management > Signup Administration.

On the Signup Administration page, all events which are using online registration will be displayed. You may use the filter to view only events with open registration or closed registration, if you wish.
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From this screen, you may change the registration limit, or change the registration open/closed status for any event.

You may send an email to all patrons registered for an event, by clicking the Signup broadcast link.

To view a list of patrons registered for an event, click its View signups link.
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On the “view signups” page, each patron’s registration information is displayed.  Library staff may cancel individual registrations, for instance, if a valid library card was not entered.

Library staff may also register additional patrons for the event, by clicking the toggle for the “Sign up another patron” form.  This opens the same registration form that patrons see when signing up for an event.

Some Limitations of the Signup Feature
· When signup is used for a repeating event, each instance of that event has its own signup form. Signup does not establish a single form which will register people for all occurrences of that event sequence (e.g., a weekly story hour).

· There is no function for exporting registrations to a spreadsheet or other format.

· There is no function for tracking or reporting on which events specific patrons are registered for.

· There is no “add your name to the waiting list” function for events which are full.

