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1.   Introduction  
This user manual  is designed to guide you through using the Event  Management  MashApp solution to 

record personal contact information of employees and other relations such as customers, suppliers etc . 
of your organization. This MashApp was built using Composer , a Ma shApp  tool from Cordys  Process 

Factory  (CPF ) . 

Usually, when you have a manual event  management  system , the bottl enecks are many. For example , 

the long tedious procedures are time -consuming and taxing, which makes it difficult to manage.  

Moreover,  it is difficult to maintain and locate the contacts . 

To avoid such bottlenecks , we are providing the Event  Management  MashApp , which will  help you:  

 Maintain paperless records  

 Organize an event smoothly and effectively  

 Maintain complete control over the event  

To use the  Event Management  MashApp, you need to first set up  organization  data such as 

application users, roles , and  groups and then set up MashApp Master Data  such as contacts , activities 
and volunteer details , and activities per template.  

After setting up the required data, you can use the MashApp to manage events . You can create new 

events , request to be a volunteer and approve them . You can also organize an event.  You can manage 
contact registrations. You can also monitor data through forms, charts, and reports.  
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2.   Setting up Organization  Data  
Now, you need to set up organization data such as roles, groups, appli cation users, and application 

privileges.  

 

2.1  Creating Application Users  
Now, y ou need to create  application users to enable users in your organization to  access  the Event 

Management  MashApp . You also need to assign users the appropriate privilege to restrict  their access 
within the MashApp.  Do the following to set up application users.  

1.  Click Setup  Ą User Management . The User Management page appears.  

2.  Click Go to  for Application Users . The Application Users  page appears, displaying a list of 

ex isting applicatio n users . 

3.  Create an application user . Do the following.  

a.  Click Add  and select Add New User to the Application . 

b.  In the User Id  field , type the unique id of the user in the form of a valid email address. For 
example, ñlmiller@radiantpower.comò. This email address is populated in the Login Id  and 

Email  fields  respectively.  

The credentials required to access  the Event Management  MashApp will be sent to the 

user via email.  

 

 

c.  Provide the required details of the application user such as Name  and Contact Details . 

d.  Assign a privilege to the user to access the  Event  Management  MashApp . Click  fo r 

Privilege Nam e . The Application Privileges  dialog box appears.  

e.  Select one of the following privileges  to assign to the user according to their role in the 

organization :  

 Even t Management Admin : This privilege enables users to create application users as 

well as maintain the Master Data  that needs to be set up for the functioning of the 
MashApp. For example, Contacts , Activities and Volunteer Details , and Activities per 

Templat e.  

 Event  Management Administrator : This privilege enables users to perform all the 

functions of an Admin . In addition to this, the user can also customize the application  

through the Modify Application  tab.  

  Event Organizer : This privilege enables users to create new events and organize 

them.  

 Organizing Members :  This privilege enables the  external  users to create contact 

profiles.  

Click OK . The privilege is assigned. The description of the privilege appears in the 

Description  field . 

Note : You cannot modify the Login Id . 

Note : You can set up organization  data only if you have either Event Management  Admin  or Event  
Management Administrator  privilege.  



U S E R  M A N U A L :  E V E N T  M A N A G E M E N T  M A S H A P P    

 

       

       Page 6 of 27 

 

f.  Click Save . 

An app lication user is created and the required privilege is assigned to the user. As soon as the user is 

added, he or she receives an email with the Login Id  and Password  required to log o n to  the Even t 
Management  MashApp.  

This application user is also an organ ization user. So, you can grant access to this user to other 

applications in the organization through the Setup  tab for those applications using the Add Existing 
User  to the Application  option.  

 You have created  an application user  successfully.   

 

2.2  Creatin g Roles  
Roles define the responsibilities assigned to a user. You need to create four  roles:  

 Admin  

 Advisor  

 Finance Manager  

 Vice President  

 

First, you need to create the Admin  role.  Do the following.  

1.  Click Setup  Ą User Management . The User Management page a ppears.  

2.  Click Go to  for Roles . The Roles  page appears.  
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3.  Create the Admin  role. Do the following.  

a.  Click New . In the Role  field , type ñAdmin ò. 

b.  In the Description  field , type ñAdmin ò. 

 

c.  Click Save and Add Another . The Admin  role is created and the values are  cleared for 
another role.  

4.  Similarly, c reate the  following roles:  

 Advisor  

 Finance Manager  

 Vice President  

You have created the roles successfully.  

 
2.3  Creating Groups  
Groups enable you to group users in your organization as well as assign responsibilities  to u sers in the 
form of roles. You need to create four groups and assign appropriate responsibilities  to users in these 

groups:  

 Administration  

 Finance  

 Legal  

 Management  

 

First, you need to create the Administration  group and then assign the Admin  role to a user  in the 

group. Do the following.  

1.  Click Setup  Ą User Management . The User Management page appears.  

2.  Click Go to  for Groups . The Groups  page appears.  

3.  Create the Administration  group. Do the following.  

a.  Click New . In the Group Name  field , type ñAdministration ò. 

b.  In the Description  field , type ñAdministration ò. 

c.  Click the Responsibilities  tab to assign responsibilities to users.  

d.  Click New  to assign the responsibility of a n Admin  to a user. The New Responsibility  
dialog box appears.  

Do the following.  
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i)  Click  for Us er ,  select the user to whom you want to assign the Admin  role, and click 

OK . 

ii)  Click  for Role , s elect the Admin  role and click OK .  

e.  Click OK . The responsibility of a n Admin  is assigned to the user.  

  

f.  Click Save .  

4.  Similarly, create the remaining groups a nd assign appropriate responsibilities to users in those 

groups.  

a.  Create the Finance  group and assign the responsibility of Finance Manager  to  a user in 

the group.  

b.  Create the Legal  group and assign the res ponsibility of Advisor  to  a user in the group.  

c.  Creat e the Management  group and assign the responsibility of Vice President  to a user in 
the group.  

You have successfully created  groups  and assigned responsibilities to users in the groups .  

 

3.   Setting up Master Data  
After setting up the required application u sers, you need to set up the Master Data  that is required for 

the functioning of the Event  Management MashApp . 

 

3.1  Contacts  
You can add contacts who need to  use this application . Do the following.  

1.  Click the Master Data  tab.  

2.  Click View  for Contacts . The Contac ts  form appears.  

3.  On the Personal Details  tab, do the following.  

Note : You can set up Master Data  only if you are assigned the Event Management  Admin  or  Event 
Management Administrator  privilege .  
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a.  Click  for User ID  if the contact is an application user, select the organization user you 

want to add, and click OK . The First Name , Last Name , Display Name , and Email fields 
are populated a utomatically.  If you are not an application user, provide the details, such as 

First Name , Middle Name , Last Name , etc.  

b.  Click  for Date of Birth , select the date of birth of the contact.  

c.  In the Salutation  drop -down list, select one of the following:  

 Mr.  

 Mrs.  

 Ms.  

d.  In the Marital Status drop -down list, select one of the following:  

 Single  

 Married  

e.  In the Specification drop -down list, select one of the following:  

 Management Team  

 Operational Team  

 Marketing Team  

 Finance Team  

 Sponsors  

 Others  

f.  In the Contact  section,  do the following.  

i)  In the Address  field, provide the address of the contact.  

ii)  Provide other details, such as City , State , Country , etc.  

 

4.  On the Professional Details  tab, do the following.  
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a.  In the Company/Business  field, provide the organization for which t he contact is working 

or the kind of business that he or she owns.  

b.  Provide other details, such as Activity Description , Category , Number of Employees , 

etc.  

5.  Click Save & Close . 

You have added a contact successfully.  

 

3.2  Activities and  Volunteer Details  
You ne ed to add the activities . Do the following.  

1.  Click the Master Data  tab.  

2.  Click View  for Activities and Volunteer Details . 

3.  In the Activities section, do the following.  

a.  Click New to add new activity details.  

b.  In the Activity Name field, provide the name of the activity.  

c.  In the Description  field, provide a short description about the activity.  

d.  In the Duties field, provide the duties which are involved in the activity.  

4.  Click Save . 

5.  In the Activity in Charge , do the following.  

a.  Click  for Member ID , select the membe r who is in charge of the activity, and click OK . 

The remaining fields are populated automatically.  

 

b.  Click Save & Close . 
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You have added the activities and volunteer details successfully.  

 

3.3  Activities per Template  
You need to add templates, which consists o f activities to be undertaken for the event . Do the 

following.  

1.  Click the Master Data  tab.  

2.  Click View  for  Activities per Template .  

3.  In the Templates  section, do the following.  

a.  In the Template Name  field, provide a name for the template.  

b.  In the Description f ield, provide a short description about the template.  

4.  Click Save . 

5.  In the Activity Name  field, provide the activity name.  

6.  In the Description  field, provide a short description about the activity.  

7.  In the  Duty field, provide the duties to be performed for the  activity.  

 

8.  Click Save  & Close . 

You have added activities per template  successfully.  

 

4.   Creating a n Event  
You can create an event by providing the following:  
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 Event Details  

 Event Agenda  

 Location  

 Event Budget  

Do the following.  

1.  Click the Event  Management  tab.  

2.  Click New  for  Event .  The Events List  form appears.  

3.  On the Event Details  tab, do the following.  

a.  In the Event Name  field, provide the name of the event.  

b.  In the Organized for  field, provide the organization for which the event is to be organized.  

c.  In the Go al of the Event  field, provide the objective of the event.  

d.  Click  for Start Date , select the date on which the event is scheduled to begin.  

e.  Click  for End  Date , select the date on which the event is scheduled to end.  

f.  In the Event Type  drop -down list, se lect one of the following.  

o Business Event  

o Corporate Event  

o Fundraising Event  

o Exhibitions  

o Entertainment Event  

o Festive Event  

o Meetings  

o Seminars  

o Workshops  

o Conferences  

o Social and Cultural Events  

o Sporting Events  

o Product Launch  

g.  In the Organizing Company  field, pro vide the name of the organization which is organizing 

the event.  

h.  In the Organizer Details  section, the d etails of the logged in user appears by default.  

4.  On the Event Agenda  tab, do the following.  

a.  Click  for Date , select the date of the event  item . 

b.  In the Time field, provide the time at which the event item is scheduled.  

c.  In the Activity  field, provide the activity.  

d.  In the Duration field, provide the duration of the item.  
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e.  In the Activity Type  drop -down list, select one of the following:  

o Individual  

o Group  

f.  Click  for  Performer , select the contact who is going to perform for the item, and click 

OK . 

5.  On the Location  tab, do the following.  

a.  In the Address  field, provide the address at which the event is going to take place.  

b.  Provide the details such as City , State , Country , and ZIP Code  fields respectively. The 

Google Map of the location is displayed.  
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6.  On the Event Budget  tab, do the following.  

a.  On the Income  Budget  tab, do the following.  

i)  Click  New  to add the details of event income budget.  

ii)  In the Income Type  drop -dow n list, select one of the following.  

o Admissions  

o Ads in Program  

o Exhibitors or Vendors  

o Sale of Items  
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o Others  

iii)  In the Category  field, provide the category for which the income budget is available.  

iv)  In the Amount for Category  field, provide the amount required fo r the category.  

v)  In the Estimate Number  field,  provide the number of persons estimated to attend the 

event . The Estimate Amount  field is populated automatically.  

b.  On the Expense Budget  tab, do the following.  

i)  Click New  to add a new expense budget.  

ii)  In the Expe nse Type  drop -down list, select one of the following.  

o General  

o Decorations  

o Publicity  

o Miscellaneous  

o Refreshments  

o Program  

o Prizes  

o Others  

iii)  In the  Category field, provide the category to which the expense type belongs.  

iv)  In the Estimated Amount  field, provide the e stimated expense amount.  
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7.  On the Comments  tab, do the following if you want to add a comment.  

a.  Click Add Comment . 

b.  Provide a Comment Title  and provide the text for the comment. You can also click Add 

Attachment  to add attachments to the comment, if required .  

8.  Click Write to Spreadsheet , if you write the data in a new spreadsheet. You can also provide 

the URL of the spreadsheet  in the Spreadsheet URL field  to which you want the data to be 

written  and click Write to Spreadsheet . 

9.  Click Save . 


