
Event Wizard Overview



Event Wizard is web-based
login from any computer with an internet connection



Account Dashboard

•After logging into Event Wizard you will land on ‘My Dashboard’.  This page will provide access to every 
aspect of the software.

•Customize your dashboard widgets by dragging and dropping them or adding more.



Menu Icons

My Events
• This is the page where all of your events 

are located.  Use it to access your event 
pages, edit your pages or view your 
reports.

Event Calendar
• All of the events you create will show up 

in your Event Calendar.  To send someone 
the calendar or embed it in your website 
click the ‘Share This Calendar’ link.



Menu Icons Continued

Create a New Event
• This is the page you’ll start from when 

creating an event.  If you need assistance 
during the build process click the green 
question marks or call us at 877.778.7873.

My Files
• Upload your files here for quick retrieval 

when building your registration forms.



Menu Icons Continued

My Themes
• This is where all of the system themes are 

stored.  Use a pre-loaded theme or create 
your own.

Manage Languages
• This is where the default languages are 

stored. You also have the ability to add 
any language you wish.



Menu Icons Continued

Purchase Credits
• This is where you purchase credits to use 

for everything from registrations to name 
badges. 

Order Products & Services
• This is where you purchase  items using 

your credits. To purchase an item enter 
the number in the quantity box and click 
Add. 



Event Creation

• Access all building tools through your 
event’s ‘Task List’

• Add custom fields
• Create custom confirmation emails
• Adjust the look and feel of your form
• Create a mini-website
• Create ‘Register Now!’ buttons in the 

button factory
• Promote your event through Social Media
• Click the view form icon          from the 

task list to see your registration form



Accessing Reports

• Pre-loaded reports
• Create custom reports
• Track finances
• Send emails to registrants
• Track attendance
• Cancel and update registrations
• Click the report icon            from anywhere 

within your event to access reports.



Need Help?

Outside your account
• Email techsupport@event-wizard.com
• Call us at 1.877.778.7873

Inside your account
• Click the support ticket icon and submit 

your question

• Review our FAQ section

• Turn on the help menus in the preferences 
section of your account

mailto:techsupport@event-wizard.com�


Form Examples
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