Elevated Events Training
November 13, 2015
Crystal Love – High Museum Atlanta Wine Auction – crystal.love@woodruffcenter.org

Welcome

Introductions

Basics on Wine Auction Events

Setting Up Elevated Events
Go To  Campaigns  Elevated Event
· Set-up top part for each individual event
· Set up levels for each individual event
· Different level for every ticket type
· Any discounted prices, etc will all need to have a different ticket type
· Comp seats also need individual line items
· IT can add/retire levels 
· Money from a package is only listed in one event
· Guests get added to the attendees “tab” automatically when you create an elevated events record in their constituent account
· Attendees Tab
· Great way to do a quick view of guests
· Can add notes in the Attendees tab
· Can click-through and go into individual records from the Attendees tab
· Some may choose to upload all of their guests, even those who have been invited
· The Wine Auction only uses the functionality with those who have paid
· If the event is tied financially through funds in Tessitura, an elevated event “record” can get added to an individual constituent record during the gift entry process
· If not, elevated event records can be added manually, one-by-one or can be uploaded at once   
Setting Up Individual Event Records in the Constituents Tab
Go To  Constituents 
Once inside the Constituent record   - History Tab  Events
· Create a new record
· “Add” in the bottom left corner
· Event Name
· Status
· Confirmed
· Received
· Attendees
· Source
· Existing records can be opened on this page. Anything updated in the Elevated Events Section within a Campaign will show up in the individual records (See the “Setting up Elevated Events “ section above)

Getting Elevated Events Info out of Tessitura Through Reports
Go To Reports & Utilities  Elevated Events Folder*

*If you do not have access to this folder and/or the reports listed below, please email tegan.ketchie@woodruffcenter.org for access.

Report:  Custom: EE – Registration Lists by Alpha (Example A)
· Registration List of everyone registered for event
· Gives you a total Guest count at the bottom if you put a “1” in the “seat” column
· Guest Names, Table number, Host name, Tess ID, Level, Paddle #
· Can pull by “Alpha” or “Alpha Grouped By Host” (Example B)
· Can also include Notes section from guest registration (Example C)
· Save to excel, manipulate as needed (Reports  Save as  Excel)

Report:  Custom: EE – Registration Lists by Table (Example D)
· Registration List of everyone registered for event
· Gives you a total Guest count for each table section if you put a “1” in the “seat” column
· Guest Names, Table number, Host name, Tess ID, Level, Paddle #
· Can also include Notes section from guest registration 
· Table “998” and “999” gives you guests who are registered but not assigned to a table (Example E)
· Save to excel, manipulate as needed (Reports  Save as  Excel) 

Report:  Custom: EE –Paddle Packets  (label format)(Example F)
· Cannot save as excel, formatted to fit Avery label 5163/5663

Report:  Custom: EE – Event Confirmations (guest) (Example G) 
Custom: EE – Event Confirmations (host) (Example H)
· Nothing shows up initially, have to save as excel to see data (Reports  Save as  Excel) 
· What we use to send confirmations of RSVP’d events and number of people  

Report:  Custom: EE – Confirmation w/tax amounts (Example I)
· Nothing shows up initially, have to save as excel to see data (Reports  Save as  Excel)
· What we use to send confirmations of RSVP’d events and number of people

Perfect Table
· www.perfecttableplan.com
· Can upload guest lists, create floor plans, assists with seating guests 
· Does not talk to Tessitura

Process for Tracking Guests
· Labels (Example J)


