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1. How to Create an Event

Create an Event on Qommunity Manager




Create an Event via Qommunity Manager

To create a facility, click on EVENTS
*O TODAY means there are no ongoing events today.
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Create an Event via Qommunity Manager @ cornersTone

- Inthe Info tab, select an Image for the event.
- Enter the Event Name, Event Description, Start Date/Time, End Date/Time,
Audience, Event Location, URL link.

QORNERSTONE Qommunity Manager @* 8 Fanves v @ comersiens wema ~
— roty e P —— - Set a Reminder Date and Time. . .
- - Set the Announcement Date and Time if you
would like to send the push notifications out
later.

Lantern Festival Event Jonathan Ang 15/09/2023 05:00 15/09/2023 08:00  Central Garden

- Once you have checked all the details —
are correct, select Save changes




Create an Event via Qommunity Manager

In the Rules tab, set the rules for the event and the Booking Quota.
Once you have checked all the details are correct, select Save changes

+—Events Add New Event

QORNERSTONE

Info Rules

1. Advance booking from 2 hours up to 1 month before the event starts
2. Last cancellation 3 hours before the event starts

&) 3. Allow last-minute booking 1 day before the event starts

CANCELLATION WINDOW (28,88 DAYS)

ADVANCE BOODKING WINDOW (28,9 DAYS)

v

Booking Quota

= . Each lot can book up to 5 pax per even
4. Each | book t 3} t

G?\ 5. Event reservation expires after 2 hours without payment
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Create an Event via Qommunity Manager Qo
- Event Details will be shown.
Click into the event to view, book and edit the event.

Qommunity Manager @* 8 Fanves v ‘1 Qermarstane Algha =
+—Events All Adjustf|} Export[3 PrintS
7 lamterr] Columns From~  Status > Gloar Filler

Foarest Liow 1511152023 05:00 151172023 08:00

Qommunity Manager @ 8 Fanveo = @ cormerona nigha =

+~Events

Lantern Festival

Book £ Delete
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Change image B
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Infa Rules Booking Details
Event Name' Start Date” End Date’
antem Fasm 15112023 15912023
Event Deseription” Start Time* End Time*
Enjoy time with famity and friends this Lantem Festival 500 B0
Event Location® URL link®
Gentral Gardon NA
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2.How to Book an Event

Book an Event on Qommunity Manager
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Booking Events via Qommunity Manager Qo
- Select the Event.
- If you can't find the Event by name, you can also try
to filter it by Column, From (dates) and Status.

Qommunity Manager @ B rmwe v @ cernersione ana =

Al

QORNERSTONE Qommunity Manager @ B Fan Yoo = ‘1 Qomanstone Algha ~

*=Events Today Al Adjust {| Export3 Print&y

Qommunity Manager @ Branvee v () comermonenpna v

i Al ExporE P

Fganiser ram o Location

Lantarn Festival : Fosrest Liow 1511142023 05:00

15/11/2023 08:00  Coniral Gardon sConfirmed @

Qommunity Manager
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Booking Events via Qommunity Manager @ oornersTone
- Select the Event.
Click on Book to make the booking.

Qommunity Manager @~

8 Fanvee = ‘1 Qornarstone Algha ~
+—Events ek All Adjustf|} Export[3 PrintS
7 lander] Columns ~  From~  Status~  Cloar Fillar

Lamern Festival Foarest Liow 1511172023 05:00 151152023 08:00  Geniral Gardon sContimed  ©

Qommunity Manager @ 8 Fanveo = @ cormerona nigha =

+~Events

Lantern Festival
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Info Rules Booking Details

Event Name® Start Date”

End Date’
antem Fasm 15112023 15912023
Event Deseription” Start Time* End Time*
Enjoy time with famity and friends this Lantem Festival 500 B0
Event Location® URL link®
Gentral Gardon NA



Booking Events via Qommunity Manager @ oornersTone

- Before selecting the number of pax, select the Region, Block, Unit and Resident name.
- Once you have checked all the details are correct, click on Continue

QORNERSTONE Qommunity Manager @* B Fanves = @ comerstons igha -

+Booking Selection Lantern Festival

Qommunity Manager @ B Fanves = @ comersono mpra +

+=Booking Selection Lantern Festival @ East v 0o v = #0301 ~ % Tan Bee Koon ~




Booking Events via Qommunity Manager @ oornersTone

After you click on Confirm, it will lead you to Create Receipt.

Qommunity Manager @ 8 Fanvee = @ comerstons igha -

QORNERSTONE

+Booking Details Lantern Festival

- Fields that are shaded cannot be edited.

Recipient Name Summary (SGD)
nnnnnnnnn Booking fee 10.00
aer 000
Unit TOTAL PATABLE 10.00
03, 4030
Qommunity Manager @ B Fanvee v @ corrersione pna -
Event Date & Time

uuuuuuuuuu

nnnnnnnnnnnn

nnnnnnnnnnnnnnnnn

x

Total: §10.00



Booking Events via Qommunity Manager @ oornersTone

- Select the Payment Method, fill in the Payment Location/ID and Payee name.

Qommunity Manager @ A ranves v @ correrstons wena -
. - Payee field is available in the event that the
Qorerstone Alpha  Tol: N4 Bralt nama: lasn-pae liom @ qaraprstons som . . .
. payment on behalf on the Resident in the unit
chosen
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Booking Events via Qommunity Manager

- Receipt Details will be shown.
- Click on Print.

Qommunity Manager

+Receipt

Receipt Info

Hello Crystal Lim

nnnnnnnnn

ecurity

BALANCE PAID

[+ 2 £ FanvYee ¥ ‘ Qarnerstons Alpha ¥

Print
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