Create an Event
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STEP 1

Login to Espresa and switch to your Organizer role

Click on "Company Employee' to bring up the role switcher

‘ ) You are Tutoria... (Espresa Administrator) (844) 377-7372 @ Select Language v

7" on behalf of April Co... (Company Employee)  support@espresa.com y o e Translate

ve 150.00 NowBucks Viewing tir

Q April Cooper
‘ Q April Cooper (current)
e‘ April Cooper } g

E Q' April Cooper
y

/ Q April Cooper )b‘

San Francisco (WF)

e
A

e Miyake Yusuke (Japan Employee)

’ Kerry Washington (Budget Hold...

e Lionel Messi (Intern)
. Les Mills

STEP 2
Click on CREATE EVENT

)  Select Language v

Powered by Go gle Translate

MORE ~ CREATE EVENT

Campus: All v

s will
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STEP 3

Provide an Event Image

STEP 4

Provide the Event Name

COMPAy, <

nts » New event

New event

UPLOAD EVENT IMAGE

GENERAL INFORMATION

Event name *

Fuant rataonru/ciihrataonns *

New event

UPLOAD EVENT IMAGE

below:

GENERAL INFORMATION

Event name *

Financial Wellness Webinar|

Event category/subcategory *

Select

Event type

@® Event
O Event for check-ins

O External event

Visible on 'What's on this week'/'Month'
) No

@® Yes

Description *

 Format: PG, JPEG, PNG
* Recommended resolution: 800x600 px
* Maximum size: 5 mb

>

Please make sure you upload an image

e Format: PG, JPEG, PNG
* Recommended resolution: 800x600 |
Maximum size: 5 mb

Do not have an appropriate image? We

Please make sure you upload an image that satisfies all the requirements

Do not have an appropriate image? We can help you: Apply, default image

Attachments
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STEP 5
Chose the Sub-Category for the Event

Available Categories and Sub-Categories are set by the Company Administrator

« Format: PG, JPEG, PNG
* Recommended resolution: 800x600 px
 Maximum size: 5 mb

Do not have an appropriate image? We can help you: Apply defz

GENERAL INFORMATION

Event name * Attact

Financial Wellness Webinar|

Event category/subcategory *

Select b

Event type

@ Event
O Eventfor check-ins

O External event

Visible on 'What's on this week'/'Month'

) No

@ Yes

Description *

STEP 6

Provide an Event Description

GENERAL INFORMATION

Event name * Attachments

Financial Wellness Webinar

Event category/subcategory *

Company Events

Event type
@ Event
D) Event for check-ins

) External event

Visible on ‘What's on this week'”Month'
) No

@ Yes

Description *

Put your description here]

Campus
@ Describe a Campus with text

) Select specific service Campus

(] Private event

4 © Espresa QR code check-in
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STEP 7

Enter the event duration

@ Scheduling required by day and time Event is avai
(O Scheduling required by day Event is available on s
(O Scheduling NOT required Event is always availabl

minutes (should be multiple of 5

(O The same as event duration

@ Specifytime 00 : 00

@ Unlimited
(O Limited to people

No

STEP 8

Click on the Event Availability schedule to set the event date/time

ant Availability by Campus. 0 Yes
ICurrent and Newly Added)
ant Availability by Campus * 0 Allcurrent

[0 Austin (RI) UTC-08:00 (US

() Central Campus (CB) UT
() Chicago (ERG) UTC.0
() Gateway Campus U
(0 India U
0 tsrael
[ Les Mills UTC.08:

() New York (CA) UT
San Francisco (WF) U
(O seattie (RR) U
() South Campus UTC.08:00 (Us/Pacific)

'ent availability schedule

ck on calendar to add a schedule
B <> ot Jan3 -9,2022 Day

 January, 202 b Mon, 13 Tue, 174 Wed, 1/5 Thu, 1/6 Fri, 177 sat, 178 Sun, 1/9

MTWTFSS alday
12
34567809

120m
01112131415 16
7181920212223
isnnmnn )
n
2om
egend
3pm
Avalable for booking
4pm
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STEP 9

Click on CREATE
L, 1/9

e (I
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