
Tutorial 
 
Objective: Batch Registering People for an Event Using a Filter in the People/Listing. 
 
 
Scenario:  You have a group of People in your People/Listing that you would 
like to Register for an Event.  For this tutorial, we will Register all People that 
have an Affiliation at My Hospital for an upcoming Event.  Familiarizing 
yourself with the Tutorial - Filtering: Getting Started, will assist you with this 
tutorial.   
 
Step 1:  The first thing you will do is find the System ID for the Event that you 
want to Register People.  Click the Events tab.  Click the Find Event 
binoculars.  Choose the Event.  Click the Listing tab.  (Fig. A) 
 

 
Fig. A 
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Step 2:  Using the scroll bar at the bottom, go to the right and note the 
System ID (20465).  Click the People icon.  (Fig. B) 
 

 
Fig. B 
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Step 3:  Click the Listing tab.  Click the Find Filter Binoculars and select your 
personal filter.  Click twice on My Hospital. (Use the Affiliation of your choice) 
(Fig. C) 
 

 
    Fig. C 
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Step 4:  This automatically Filters People in your listing that have My Hospital 
as their Affiliation.  (Fig. D) 
 

 
Fig. D 
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Step 5:  In the filter box type |Register(20465) using your keyboard.  This is 
the System ID for the Destination Event that you want to Register these 
People.  Click the Set Filter icon to run this Action Filter.  (Fig. E) 
 

 
Fig. E 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Tutorial 
 
Step 6:  Go to the Register/Roster for this Event to see that these People are 
now registered for this Event.  (Fig. F) 
 

 
Fig. F 


