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The Host Portal is a handy location to review those all important RSVPs and dietary
requirements, update your fundraising page and your Feast event details.
This is easiest to do on a laptop or desktop computer.

Log in to the Host Portal

Go to your Feast fundraising page and click “Login” in the top right hand corner. A password
will have been supplied to you by email when you signed up for Feast for Freedom,
otherwise simply click “Forgot Your Password?” to resent it.

How to locate the editing pages once you have logged in
1. Once you have logged in, click on “My Events” in the top right hand corner:
7N

Hi, anthea...| MyEvents ify Account = Logouf Help

Donate Host a Feast RSVP

2. You will land on a page that features your Feast. Click on “Edit” on the right hand side of the
table (circled in red below).
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Welcome to your fundraising page editor.

EVENT NAME : Tuesday Eight AM Tests With Kit Payment  EVENT LINK : https:// TuesdayEightAmfeastforfreedomorg au

© Please Note: The Fixed display serting for your event background image will ot be fxed within the edio. only on the

[11l MENU & CONTENT MANAGER ' Home Donate HostaFeast RSVP

Drag and drop menu items to change their
position within the event menu. You can also
drag and drop content pages and place them
inthe menu.

meny items

T Home

(] ponate
(] Hosta Feast

Rsve ] { Feast for Freedom 2020

We'te making a difference and fundraiing for the Asylum Secker Resourcs Centre, a cause that i close 1o Raised &6 Far
our heart

We'e coing this by hostng a very special celebration of what unites us il - great food and good company

through Fesst 4 Fresdom $0.00

Bt thisksn' just any ol Ginner party - we're using specialrecipes gited by refugees that are taken from

therr omn cutura radiions and together around the nner tabie, we'l heat their story of having Sought

salety Fght hiere i Austraia

Our Feast s happening at INSERT TIME HERE

a1 INSERTLOCATION HERE

+ Addamenuitem

content pages

Edit the text on your page

From here, you can personalise your page. When you hover over a section, you’ll notice that
you can edit it. When you see an orange border, that means you’re about to edit a section.

See the orange box around the black text in the image below.
From here you can edit the bolded heading and the text on your fundraising page.

Your page is publicly viewable, so please keep that in mind when sharing personal
information such as the location of your feast.

Feast for Freedom 2020 m

Raised so Far

$0.00

d

MpRnantiunds fory 2 ASRC_Plesse neip me reach my goal by making 3 donatio Target
D $700.00
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Save your changes

Every time you make a change in the portal, be sure to save your changes by clicking the
“Save Changes” button in the top right hand corner circled in blue in the image below.

Y ACCOUNT A TUESDAY EBGHT AM TEST  LOG OUT

Edit the images on your page

You can edit the scrolling images on the bottom of your page. To edit, hover over the images
and an orange outline will appear around them. Click on the edit/pencil symbol in the top
right hand corner of the box that has appeared.

An edit box will pop up. You can change the images by clicking the “Change Image” button
shown in the image below, from there you upload your own photos.

Why not upload photos of:

® you grocery shopping for your event
e your Feast for Freedom Host Kit when you receive it
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Edit Feast details

You can edit your basic feast details such as your event date and your feast name.
The Feast Name will help your guests find your page.

The event date, contact and location will not be visible to your guests but it will help our
Feast team provide you with the best support while planning and hosting your Feast.

To edit your Feast details click on the “Event Details and Settings” tab on the left hand side
of your screen (circled in blue in the image below).

Be sure to save your changes by clicking “save changes” on the top right of each page

EVENT MAME -

EF DETAILS & SETTINGS MANAGER

luesday Eight AM Test's With Kit Payment
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BVENT CONEal
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Check your RSVPS

To view a list of your guest responses and their dietary requirements, click on “Registrations
& Forms” on the left hand side of the page.

To print your guest list, click on the grey arrow at the top of the last column in the table.
This will export it to an Excel document to print or share easily.

EVENT NAME » Tuesday Eight AM Test's With Kit Payment

Registration & Forms

Manage Entries

@ Your latest export has finished processing. Please click here 1o download it

View

Refine Results

-- Select Column -- - v @ RESET

Form Entries found: 1

445576 | 21/01/2020 - Yes 5000 CANTATTEND  Tue AM RSVP Test marag+d@asrcorgay | 0420510192



