Association Manager User Guide

Nordic Events System

Welcome!

As an Association Manager, you can create and manage events for your members, view who's interested

in your events, and help facilitate business connections. This guide will show you everything you need to

know.

What You Can Do

From the Main Website (Frontend)
e Browse all events in the system
e Search and filter events
e View event details
e Express interest in other organizations' events

e See your event interests

From the Admin Panel (Backend)
e Create new events
e Edit your existing events
e View who's interested in your events
e Export attendee lists

e Manage event details and status

How to Access the Admin Panel

Step 1: Go to the Login Page

1. Go to: https://fhba.fi/wp-admin
e Oradd to the end of the website address

e From any page on fhba.fi, you can add to the URL

2. Press Enter


https://fhba.fi/wp-admin

Step 2: Log In
1. Enter your username (provided by the administrator)

2. Enter your password

3. Click "Log In"

Step 3: Remember Me Option
e Check "Remember Me" to stay logged in longer

e Only use this on your personal computer

Understanding the Admin Panel

When you first log in, you'll see the WordPress Dashboard. Don't worry about most of it - you only need

to focus on the Events section.

Finding the Events Menu
Look at the left sidebar and find:

e 7 Events (with a calendar icon)

This is your main work area.

Creating Your First Event

1. Start Creating
e C(lick Events in the left menu

e Click Add New (either in the submenu or at the top of the page)

2. Fill in Event Information

Basic Information (Required)

e Event Title: Give your event a clear, descriptive name

e Event Description: Use the large text box to describe your event

e What will happen?

¢ \Who should attend?

e What will attendees gain?
Event Details Box

Find the "Event Details" section and fill in:



Event Date (Required): Click the calendar to select
Start Time: When does it begin? (e.g., 09:00)
End Time: When does it end? (e.g., 17:00)

Event Type (Required): Choose one:

e Virtual: Online only
¢ In-Person: Physical location

e Hybrid: Both online and in-person

Maximum Participants: Leave blank for unlimited

Event Website: Add a link if you have a separate registration page

Location Information

If your event is In-Person or Hybrid:

Venue: Name of the location (e.g., "Nordic Business Center")
City (Required): Which city?

Country (Required): Select from the dropdown

Note: These fields hide automatically for Virtual events

Category

On the right side, find "Event Categories":

Check the box that best describes your event:

e Conference
e Workshop
e Networking
e Seminar

e Trade Show
e Webinar

e Business Matching

3. Review and Publish

1. Check all information is correct

2. Look at the right sidebar for "Publish"

3. Click the blue Publish button

4. Click Publish again to confirm



Congratulations! Your event is now live.

Managing Your Events

View All Your Events

1. Click Events — All Events

2. You'll see a list of all events in the system

3. Your events will show you as the author

Understanding the Event List

Each row shows:

Title: Your event name

Categories: Event type

Event Date: When it happens (shows "Past” for old events)
Type: Virtual/In-Person/Hybrid

Location: Where it happens

Interest. How many people are interested

Status: Active, Inactive, Cancelled, or Completed

Edit an Event

1. Hover over the event title

2. Click Edit

3. Make your changes

4. Click Update (where Publish button was)

Important Status Options

In the Event Status box on the right:

Active: Accepting interest (default)
Inactive: Visible but not accepting interest
Cancelled: Cancelled event (notifies interested people)

Completed: Event has finished

.1, Warning: Changing to "Cancelled" automatically emails everyone interested!




Managing Event Interest

View Who's Interested
1. Edit your event
2. Look for Interest Summary box on the right

3. You'll see:

e Total number interested

e List of companies and contact people
e Their email addresses

e When they expressed interest

Export Interest List

If you have interested attendees:

1. In the Interest Summary box
2. Click Export List
3. A spreadsheet file will download

4. Open in Excel or similar program

What's in the Export?
e Company Name
e Contact Person
e Email Address

e Date of Interest

Using the Frontend Features

Browse Events
1. Go to https://fhba.fi
2. Navigate to the Events page

3. Use filters to find events:

e Search by keywords
e Filter by category
e Filter by country

e Show past events (checkbox)


https://fhba.fi/

Express Interest in Other Events

Even as an organizer, you can:

1. Browse other organizations' events

2. Click Express Interest

3. Your contact info is sent to their organizer

View Your Interests
1. Go to "My Event Interests" page
2. See all events you've expressed interest in

3. Click Withdraw Interest if plans change

Email Notifications

Emails You'll Receive
e Someone expresses interest: Get their company details immediately
¢ Someone withdraws: Optional notification

¢ Your event interest confirmations: When you express interest in others' events

Emails Sent Automatically

The system handles these for you:

¢ Confirmation to interested companies
e Reminder 1 day before your event

¢ Cancellation notice if you cancel

Best Practices

Creating Effective Events
1. Clear Titles: Make it obvious what the event is about
2. Detailed Descriptions: Include agenda, speakers, benefits
3. Accurate Dates/Times: Double-check before publishing
4. Right Category: Helps people find your event

5. Contact Info: System uses your account email



Managing Interest

1. Respond Quickly: Contact interested companies soon
2. Export Regularly: Keep records of interest
3. Update Status: Mark completed when done

4. Capacity Limits: Set realistic maximums

Common Mistakes to Avoid
e X Forgetting to set event date
e X{ Wrong event type selection
e X Missing location for in-person events
e X Cancelling instead of marking inactive

e X Not responding to interested companies

Troubleshooting

Can't Find the Admin Panel?

e Make sure you go to https://fhba.fi/wp-admin

e Check you're using the correct username/password

e Contact your administrator if still having issues

Can't See Events Menu?
e You might not be logged in
e Your account might not have the right permissions

e Try logging out and back in

Event Not Showing on Frontend?
e Check it's published (not draft)
e Ensure status is "Active"

o Verify the event date is in the future

Changes Not Saving?
e C(Click "Update" after making changes
e Wait for "Event updated" message

e Refresh the page to confirm



https://fhba.fi/wp-admin

Quick Reference

Key URLs
e Admin login: https://fhba.fi/wp-admin

Main website: https://fhba.fi

Create event: Events —» Add New

View all events: Events — All Events

Your profile: Users — Your Profile

Important Buttons
e Publish: Makes new event live
e Update: Saves changes to existing event
¢ Move to Trash: Deletes event (bottom of edit screen)

e Export List: Downloads interested companies

Event Statuses
e Active: Normal, accepting interest
¢ Inactive: Paused, not accepting interest
e Cancelled: Cancelled (sends notifications!)

e Completed: Finished event

Need Help?

1. First Steps:

e Review this guide

e Check troubleshooting section

2. Still Stuck?:

e Contact your system administrator
e Note what you were trying to do

e Take a screenshot if possible

3. Feature Requests:

e Talk to your administrator about new needs



https://fhba.fi/wp-admin
https://fhba.fi/

Security Reminders

¢ Keep your password safe - Don't share with others
¢ Log out when done - Especially on shared computers
¢ Use "Remember Me" carefully - Only on your personal device

e Report issues quickly - If something seems wrong

Remember: You can only edit your own events. The system is designed to be simple and safe - don't worry
about breaking anything!

Happy Event Managing! i*



