| OF HARMONY

The Event Hub

For event organisers
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Welcome Example Person!

This is your Event Hub for A Taste Of Harmony for 2018, This has been
designed to help you organise for your event at work. Once you add more
detail about your event, you'll be able to create an event page to share with
your team where your staff can:

= Wiew all event details such as date, time and what to bring

= RSVPtolet you know if they're attending

= Add infermation about their meal, which can be printed out &s Meal Cards on the day
= Add the event directly to any of their calendars

= Find out more about how to get the most out of the day

My Events

How to use the Event Hub Video

South Melbourne —_—
see our guide >
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Each event you create will appear here. This will . ,
allow you to monitor RSVPs, share invites with Tl
colleagues and see what dishes people will bring!
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X Click ‘Set-up your event’ to

complete the details of your event
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~ If you are holding multiple
‘events are various locations,

t . . . .
~ this is your opportunity to

Provige Senils of the event lBeation 50 YOUr [Am know whare (o i
Location (suburb)®

Sydney
Number of teams®

Estimated number of participants®

25 -
|

‘Whaere ane you?®
Victaria

ob March s 2019

Thig infarmatien is used i the customn pester and calendar inwitatun,

Start Time® )
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Ewent Deseription®

We are taking part in A Tasle of Harmony (o recognise and celebrate the cultural
diversity in our workplace. Everyone in the team will bring a dish that represen®
culture, or a culture they have a strong affinity with. we'll gett her for adell
meal and have the chance Lo share slories. Please REYP using the button below
Lock forward to seeing you there!

‘What Lo Bring

Make sure you bring your meal and why not dress up...

Event iImage
Your event pagie will use the defacil image below, however you can replace wilh your own.
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{distinguish between the events

Reinit

~ This is important if you’re
~ hosting a large event with
‘multiple teams taking part!

Irs okay to estimate how many
- people will attend
Sl

" These dates can be edited
- atanytime

s T

E

" Provide a brief outline
",T{f your event
S

- This could be your
organisation’s logo, or a picture
m a past event
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Setting up your event

Password protect event page
By default, your event page will be visible te anyone whe is sent a link. Select this box if
you would like your staff to add a password to access the page.

e ~ If youd only like to see the RSVP

Hide RSP list r - F +
h . L 'hgt as the admin, check this box.
Bydmult.tmfmllbubhmmpoophﬁammrmmwhnhm-:onﬁrm:d&_‘

attendance and the food they are bringing. Select here to hide the list.
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SepLre copany nig . Useful for co-working or
N')n\'.w..larucrg.ul'»islng-nm-‘unl:i't:!rsl:m'lu.'.rl:lssIﬂil'fer!ﬂti;:lrr\cmrﬂua.I:I-.:EuhlnclH 1 uﬁ?hared events. Where multiple
the company name the person REVEs, I _ﬂ._brganisations are represented,
_you can ask partbepants to

| accept the Terms & Conditions* ister their company name!

UPDATE EVENT DELETE EVENT
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- HOME MY EV : ' = gz Share Your n '
s i B Invelvement
Click ‘Meal List’ to see what

people are planning to bring.
I You can also print this like a
»

menu for the day.
A Taste of Harmony Event l : 7
b I i

e @ Click ‘Promo Tools’ to view a
Event Page  Meal List ' Promo Tools ,
range of materials to download

and print to promote your event.

Your event name is displayed here

A Taste of Harmony Your event details are displayed
racies . — here. Click ‘Edit details’ to update Shaireyour svent pegawith jour
0 R o team so they have the . ’
LOCATION Scuth Melbourne | START 12 the event. ) ) 3 .
# opportunity to RSVP and provide .
\ details of the dish they are
bringing including its origin.
Preview page ' 1 % &
Cace ctudies: 5
http://atoh3.digitalouti B .w "
Ll - i A Taste of Harmony i T |
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: what it could look like in ) g
8 / Send via (s N
3 your workplace! g 8 SR
EMAIL ICAL/OUTLOOK s ‘:‘" . e
GOOGLE CALENDAR
ou have 0 RSVPe
f RS Downlood
Share your event using the details on the right for your staff to RSVP. Here they can cenfirm their attendance and
HEE - \ POSTERS & BANNERS
provide information about the meal they plan to bring on the day to help you organise the event.
(ADD RSVP ) (IMPOR‘I’ RSVPS ) EXPORT RSVPS
Share event details and ask your
iy T team to RSVP. It’s as simple as
TN sharing this link, or you can
Check out how other organisations d g i »OLY!
send via email.
have hosted successful A Taste
of Harmony events
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The Event Hub keeps track of
: RSVPs. You can also RSVP on behalf
of team members by clicking here.
i | You can also add a number of
A people by uploading a spread sheet.
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