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   EVENT-ROADSTER 
 
 

The complete end-to-end event management 
system, originally designed for motoring 
events, now supports mul9-event and mul9-
loca9on fes9vals.  
 
o Applica9ons & Registra9ons: Selec9on 

process.  
o Event Judging: Classes, Judges, and Awards. 
o Inventory: Control, on-hold, wait-lists. 
o Sales: Digital and physical, PayPal.  
o email: Auto email on applica9ons, sales, and 

registra9ons.  Staff editable auto emails, 
group and individual emails. 

o Mul9-events: Motoring, gala, car show, 
music, mul9-loca9ons. 
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   EVENT-ROADSTER 
 

OVERVIEW 
Originally developed to support the Motoring Fes9val, EVENT-ROADSTER is a web-based 
applica9on that provides complete oversight of any type of event requiring aJendance 
management, sales, 9cke9ng, plus judging and awards for single or mul9ple loca9ons. For 
motoring events, the applica9on provides management of the motoring event from patron 
applica9on through event registra9on, crea9ng and assigning classes and judges, and the crea9on 
and issuing of awards. The system also provides user management, security levels, 
communica9on, and auto-messaging. 
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EVENT-ROADSTER is uniquely capable of managing mul9ple events within a fes9val, such as 
crea9ng a car show, motoring tours, galas, and performances as individual events, all under the 
umbrella of a single Fes9val.   EVENT-ROADSTER does not limit you to the type of event. Addi9onal 
capabili9es include managing the number of cars, seats, and performances in the event, placing 
a hold on a specific amount, keeping a record of reserva9ons or sales, and placing poten9al 
eventgoers on Waitlists. 
   
EVENT-ROADSTER also allows for associa9ng fees with events and processing credit card 
payments. Addi9onally, there are store capabili9es for managing physical and digital sales of 
items. Another unique feature of EVENT-ROADSTER is its management of all types of users, 
including purchasers and contacts, across multiple events and years. This feature is especially 
useful for communica9ng with previous aJendees to encourage their par9cipa9on in subsequent 
events.   
 
EVENT-ROADSTER offers several categories of use: Staff, Users (including Applicants and 
Par9cipants), and Contacts. Within the Staff category, there are levels of accounts that provide 
access to specific func9ons within EVENT-ROADSTER, including Admin, Super Admin, Reviewer, 
and Basic. Admin can execute all func9ons with EVENT-ROADSTER, except for deleting Festivals 
and Events, which is the sole responsibility of the Super Admin, thereby preventing accidental 
data removal. The Reviewer can do just that: review data and execute reports. 
 
The Basic category is for par9cipants in an event. Use of the EVENT-ROADSTER requires an 
account for each user, applicant, and purchaser. Upon first contact, either applica9on for an event 
or the purchase of an event 9cket or merchandise, the user creates an account and profile that 
can be used throughout the system and for any other current or future event.   
 
EVENT-ROADSTER is the complete event management applica9on. 
 

EVENTS AND DATA 
EVENT-ROADSTER has been developed over the years as a manager of Motor Fes9vals, including 
car shows, car road rallies, with special events, such as a Gala Dinner, and merchandise sales. A 
managed event can be a single event or a fes9val comprising multiple events, each with distinct 
9cke9ng requirements, aJendees, and loca9ons. 
 
EVENT-ROADSTER provides data op9ons for the current event (in-use events) and data that can 
be reused from event to event, year to year (Global data) to facilitate ease of event development 
and consistency of data from event to event. The staff is presented with a dashboard to move 
between global and current events (STAFF DASHBOARD). 
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The center sec9on of the Dashboard provides access to the global data, which is the stored data 
available for all events. In this area, the staff can create and edit vehicle makes and models, group 
names, and awards. All of these data elements can be selected for use in any current event. 
 
The le^ side of the staff dashboard provides access to events, reports and users, which can be 
staff or par9cipants,.   
 

ADDING EVENTS 
EVENT-ROADSTER is developed on the concept of events.   Each event can be related or 
completely separate. Within each MAIN EVENT, e.g., Fes9val, there can be many sub-events, e.g., 
Car Show, Road Rally, and Gala. 
 

 
EVENTS WINDOW 

 
EVENT-ROADSTER handles events such as galas, concerts, and merchandise sales. Serving all 
events and sales through EVENT-ROADSTER enables you to create classes and maintain like events 
together for display, storefront sales, and repor9ng. For example, we have a Main Event with road 
rallies, par9es, and merchandise sales. The Main Event Components image below (SAMPLE MAIN 
EVENT COMPONENTS) illustrates the classes the events are in within a Fes9val, which allows for 
the sale of all events in the same sales window and facilitates repor9ng by like events.   
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STAFF DASHBOARD 
 
 
 

 
SAMPLE MAIN EVENT COMPONENTS 
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Selec9ng the Events op9on enables staff to use, review, and create events (ADD EVENT). Events 
can be ac9ve or inac9ve. Data in the inac9ve events is available for review and repor9ng but 
cannot be edited. EVENT-ROADSTER supports mul9ple types of events and an event structure 
comprising a main event and many sub-events. 
 
Staff use the same screen and method to create all types of events. The Event Type in the ADD 
EVENT screen is a selec9on box that displays the types of events already created, e.g., Motoring, 
concerts, or sales items. In this way, reports can be quickly provided for individual events as well 
as mul9ple events within the Fes9val. 
 

 
ADD EVENT 

 
Awards (GLOBAL AWARDS) and Group Names (GLOBAL CLASSES) are added to the Global List 
and can be used by any ac9ve event. (NOTE: some examples may show the previous 9tle 
“Groups” instead of “Classes) These awards and classes are then available for inclusion in any 
event. 
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GLOBAL AWARDS 

  
                                                                       GLOBAL CLASSES 
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The Dashboard 
 
The Dashboard provides a central screen (DASHBOARD-BASIC) for the Admin to establish the 
global sefngs for the applica9on.  These sefngs include site color, email connec9ons & services, 
images to be displayed, 9cket crea9on, and payment processing. These func9ons are restricted 
to the Admin, and changes here will be global. 
 
 
  

The Dashboard – Site Se6ngs 
 
EVENT-ROADSTER Dashboard Basic screen (SITE SETTINGS) is the entry point for Basic Sefngs, 
Images, Email, Tickets, and Payments.  

 
 

SITE SETTINGS 
 
 

Basic Se)ngs 
 
The Basic Sefngs screen (DASHBOARD-BASIC) enables the Admin to set the colors for the 
applica9on background, menu text, and Menu Links.  The 9me zone can also be set here 
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DASHBOARD-BASIC 
 

 

Images  
The EVENT-ROADSTER Image tab on the Basics screen (DASHBOARD-IMAGES) enables the 
Admin to place their show’s images on the Welcome screen of the applica9on, add their header 
to all reports and screens, upload a favicon, which precedes the show’s URL, and set the 
background for the en9re applica9on. 
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DASHBOARD-IMAGES 

 
 

Email 
 
The EVENT-ROADSTER Email tab on the Basics screen enables administrators to set parameters 
for email services.  The API/SendGrid API Key is set by the system provider, Heritage Produc9ons 
WNC, and should not be changed at the local Admin level. 
 
Email Configura9on has three entries: Sender Name, your show; Sender Email, the familiar name 
of the person sending email; Sender Email, the sender's return email address. 
 
No9fica9on Recipients has two entries: Support Email Recipient, your HELP line address; 
Developer Email Recipient: This is the email for the system provider and should not be changed 
at the local Admin level. 
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DASHBOARD - EMAIL 

 
 

Tickets 
 
The EVENT-ROADSTER Ticket tab on the Basic screen allows the Admin to create and PRINT 
9ckets for an event.   
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Payments 
 
The EVENT-ROADSTER Payments tab on the Basic screen is a powerful and feature-rich interface.  
EVENT-ROADSTER is able to interface with both PayPal and Stripe.  The system provides to a live 
environment and a tes9ng environment: Sandbox. 
 
There are two pairs of ID/API input areas, one for each opera9ng environment, the Client ID and 
API Key.   
 
The system also allows for a logging func9on. 
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Dashboard - Parking 
 
The EVENT-ROADSTER Parking func9on (PARKING) provides a global entry point for parking 
areas.  These entries are the globally recognized entries that can be used across events and are 
reusable from year to year, from event to event. Developed for a Motoring Fes9val, it is part of 
the parking informa9on entered by the aJendee.  The Admin then selects the parking area for 
the patron’s vehicle or trailer. 
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PARKING 

 

Dashboard - Awards 
 
The Awards system in EVENT-ROADSTER is built on the Global and Current Event methodology.  
Awards are entered in the Dashboard. The award can be used for any event and year to year.  
When crea9ng an event that requires Awards, the system calls the Global Award list (GLOBAL-
EVENT), and using drag and drop technology, the award is dropped into the current event (EVENT-
AWARD. 
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For detailed informa9on on the Awards, see Judging. 
 

 
GLOBAL-EVENT 
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EVENT-AWARD 

 

Dashboard – Judges 
The Judges system in EVENT-ROADSTER is built on the Global and Current Event methodology.  
Judges are entered in the Dashboard. The Judge can be used for any event and year-to-year.  
Judges are entered in the global judge system (GLOBAL-JUDGE), and the details of the judge can 
be entered (GLOBAL-JUDGE-DETAIL).  When crea9ng an event that requires Judges, the system 
calls the Global Award list (GLOBAL-JUDGE), and using drag and drop technology, the award is 
dropped into the current event (EVENT-JUDGE). 
 
When entering judges into an event, EVENT-RAODSTER enables judges to be listed as both 
coordinators and judges. 
 
To see more details on the judges, see the Judges Sec9on. 
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GLOBAL-JUDGE 
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GLOBAL-EVENT-DETAIL 
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GLOBAL-EVENT-DETAIL 

 
 
 

Dashboard – Classes 
 
The Classes system in EVENT-ROADSTER is built on the Global and Current Event methodology.  
Classes (o^en referred to as Groups) are entered in the Dashboard. The Class can be used for any 
event and year-to-year.  Classes are entered in the global judge system (GLOBAL-CLASS. When 
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crea9ng an event that requires cars to be placed into classes, the system calls the Global Class list 
(GLOBAL-CLASS), and using drag and drop technology, the award is dropped into the current event 
(EVENT-CLASS). 
 
To see more detailed informa9on on Classes, see the Car Show Setup Sec9on. 
 

 
GLOBAL-CLASS 
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GLOBAL-CLASS-EVENT 

 
 

Dashboard – Vehicle Makes 
 
The Vehicle Makes system in EVENT-ROADSTER is built on the Global (GLOBAL-VEHICLE MAKE) 
and Current Event methodology.  In the car show setup, vehicles are placed into classes based 
on their make and model. It is therefore important that the make and model be correctly 
spelled, and a misspelled or one with a varia9on in the make or model might then be entered in 
an incorrect class. 
 
When the applicant is inpufng their vehicle, they must select from a dropdown list of car 
makes and another one of car models.  There is also an option for the applicant to enter 
“other”, which will then be evaluated by the Admin. 
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GLOBAL-VEHICLE MAKE 

CAR SHOW  
 
The Car Show is a no-9cket, no-cost invita9on and acceptance event. This type of event is 
completely different from a straight sell-the-9cket-and-be-done event, with the management of 
an aJendance event. 
 
The process of organizing a car show offers interested car owners the opportunity to participate 
and then selects or rejects them to be included in the show. EVENT-ROADSTER enables you to 
allow any poten9al par9cipant to register their car, and then the staff to select the cars for the 
show.   
 
 
                                               The Registra9on Process 
               APPLICANTS – When the Patron first applies to be in the event. 
               PARTICIPANTS – When the APPLICANT is accepted into the event 
 
 
The system provides a method for adding car details, images, and a text entry for a car 
description. The system uses this descrip9on to print pre-formaJed placards for placement at the 
show car, informing visitors of the car's par9culars. 
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The process of managing mul9ple events can become confusing when using non-automated 
systems, such as handwriJen lists and spreadsheets. EVENT-ROADSTER manages the en9re 
process and automa9cally communicates with the Patron via email, from applica&on to 
par&cipa&on. When the car owner enters their vehicle for the show and becomes the applicant, 
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the system automa9cally sends an email informing the person that their car applica9on has been 
entered into the system.   As the staff reviews the submiJed cars, they can select them for the 
show or not select them. Those not accepted are immediately emailed, informing them of their 
rejec9on. Those accepted and who become participants are notified immediately via email with 
an acceptance notification and the next steps. EVENT-ROADSTER's Dashboard sec9on allows the 
staff to create and modify the system's "canned" messages. 
 

 
EMAIL OPTIONS 

 

 
LOAD FOR EASY EDITING 
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CAR SHOW EVENT SETUP 
 
EVENT-ROADSTER is developed on the concept of EVENTS.   Each event can be related or 
completely separate. Within each MAIN EVENT, e.g., the Fes9val, there can be many sub-events, 
one of which is a Car Show (CAR SHOW EVENT WINDOW). 
 
 

 
 

CAR SHOW EVENT WINDOW 
 
 
In order to enter a vehicle, there must be a car selec9on for them to choose from. When users 
enter a vehicle, they use a drop-down list of car makes. This way, the user does not misspell a 
Make or create an incorrect Make. The Model is not in a dropdown, as the number of models 
within a Make would make groupings unmanageable. The CAR MODEL SCREEN allows the staff to 
create and edit Car Models. The user can also make a Car Model, which they can enter. That entry 
will only be added to the official dropdown list once the staff approves it. 
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CAR MODELS 

 
 
A feature of EVENT-ROADSTER is data reuse. The classes are entered and then can be assigned to 
the event as desired. These classes can be included in subsequent events and is known as Global 
data. A^er selec9ng the par9cipants, EVENT-ROADSTER facilitates the staff in developing the car 
classes for judging. Once the classes and awards have been entered into the event, the staff 
member needs only to drag the type of car and the awards into the group.   
 
                                                      Data Types 
                      GLOBAL -  Data that can be applied to all events. 
                      EVENT SPECIFIC – Data that is applied to a SPECIFIC event. 
 
Global data can be accessed by using the Dashboard. The data accessed from this menu (GLOBAL 
EVENT DATA) is the complete data element available to all events.   Specific Event Data can be 
added by using the ASSIGNING GROPS screen. Access to that work area is done by clicking on any 
event in the Events Window. 
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GLOBAL CLASS DATA                                       

 
 

 
ASSIGNING CLASSES 

 

PREPARING FOR JUDGING 
 
In most car shows or fes9vals where judging is a component, the car needs to be classified for 
judging; this is done by crea9ng CLASSES. Once that is accomplished, the cars can be added to 
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the GROUP. Now that there is a GROUP of cars to be judged, the next step is to add the AWARDS 
that can be given to the GROUP and the JUDGES that will officiate the selec9on of awards.  
 
By selec9ng CLASSES on the ASSIGNING GROUP screen, staff can select a pre-developed group 
from the historical list and drag it into the event side. If the required group is not on the Global 
List, a new group can be added here, and it will then be available to the event and as a Global 
Event for future use.   
 
Once the group is established, awards and judges can be added.   Adding Awards to the Classes 
follows the same drag-and-drop method. By selec9ng the AWARDS tab, staff can select a pre-
developed award from the Global List and drag it into the event side.   As in the Group, if the 
required Award is not on the Global List, a new Award can be added here, and it will then be 
available to the event and also as a Global Award for future use. 
 
It should be noted that CLASSES can be created at any 9me, even before cars are added to the 
event.    It is also true that AWARDS and JUDGES can be added as well.   Addi9onally, CLASSES 
can be added at any 9me in the process, as new award and judge assignments can also be made 
at any 9me a^er the Class has been created. 
 

 

 
SELECT AWARDS 

 

The Patron RegistraIon 
 
The patron registra9on process is streamlined to enable the ease of entry by the Patron and the 
organized processing of the requests by staff. The automated system immediately informs the 
Patron of the status and maintains a running list of those who have requested par9cipa9on, 
those approved, and those pending. 
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When the Patron wishes to enter a vehicle into the Car Show, an input screen is presented 
(VEHICLE ENTRY SCREENS).   
 

 
VEHICLE ENTRY SCREENS 
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The Patron enters their car data and is asked to enter the photos. The system can accept various 
formats and sizes and then resize them for display on the screen by crea9ng standard-sized 
images (STANDARD). When the on-screen image is selected, the system provides a full-size, 
print-ready version of the image (FULL SIZE PRINT-READY) 
. 

 
        STANDARD                                         FULL SIZE, PRINT-READY 
 
On the staff side of the registra9on process, the staff can accept or reject the applica9on. The 
screen below illustrates the system's management capabili9es. 
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APPLICANT OPTIONS 

 
The staff reviews the applicant and accepts or rejects the submission, and in each case, a pre-
formaJed email is sent to the applicant.   
 
The system sends an email with pre-wriJen instruc9ons for the applicant who has become a 
par9cipant. There is an op9on to add trailer informa9on, hotel accommoda9ons, and other 
coordina9ng informa9on. 

Managing Status 
A^er the Patron enters their vehicle, they become an Applicant, and the status of the 
applica9on is set to pending (APPLICANT STATUS).  ADMIN has the ability then approve the 
Applicant, who then becomes a Registrant.  This is accomplished by selec9ng “Approved” on the 
Management Event Screen. 
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APPLICANT STATUS 

 
ADMIN also has the op9on to decline and cancel the applica9on. If the applica9on is 
incomplete, the ADMIN can select ‘Update’.  The system will send a message to the Applicant to 
make the updates. Once the updates have been completed, the Applicant selects the submit 
buJon, and the applica9on is resubmiJed.  The status will then be changed to Pending, 
awai9ng review by the Admin. 
 

Joint Account/ Assistant 
Par9cipants o^en will have a second person to assist them in the applica9on and informa9on 
processing. EVENT-ROADSTER can support a primary and an assistant par9cipant. When the 
assistants log on, they can click the "Manage Bob's Vehicle(s)" buJon (where "Bob" is the name 
of the primary), and the assistant can edit the already-entered vehicle and add another vehicle. 
The Primary Account holder and the Assistant account holder are no9fied by email of all entries 
and changes. 
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ASSISTANT MANAGING ACCOUNT 

 
In the ADMIN Screen, there is an icon (two people) that indicates that the primary owner has an 
assistant.  Clicking this icon, the Admin can see a screen that shows both users (JOINT CONTROL 
SCREEN). 

 
PRIMARY OWNER RECORD 
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JOINT CONTROL SCREEN 

 

JUDGING SUPPORT CATEGORIES 
 
In typical car shows, the cars are placed into classes to facilitate judging. EVENT-ROADSTER 
provides an easy method for crea9ng classes (as explained previously) and placing cars into 
those classes. EVENT-ROADSTER offers a unique and easy method for assigning awards and 
Judges to Classes. 
 

 
MANAGE CAR SHOW EVENT  
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In the ADMIN Screen (PRIMARY OWNER RECORD), the primary owner has a special buJon that 
indicates an assistant (see the people icon). Clicking this op9on, the Admin can see a JOINT 
CONTROL SCREEN that shows both users. 

 
PRIMARY OWNER RECORD 

 

 
JOINT CONTROL SCREEN 

 
Within the Classes screen, the Classes are displayed (above screen) in the center. The awards 
are displayed on the right side of the screen and in the enlarged sec9on below. 
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CLASSES DISPLAYED 

 
Adding awards to a group is a simple drag-and-drop from the list on the right to the Group. 
 

 
DRAG AND DROP 

 
Adding Judges is as simple as clicking on the icon below. The list of all judges appears, and by 
clicking on the desired judge or judges, they are assigned. 
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ADDING JUDGES 
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ONE LAP / MOTORSPORT / GROUP CRUISING 
 
The One-Lap event is a 9cketed event, but not a 'buy the 9cket and forget' event. This type of 
event requires collec9ng addi9onal informa9on, such as the number of drivers and use of 
trailers, all of which must be collected and require further logis9cal informa9on. EVENT-
ROADSTER provides those func9ons. 
 
EVENT-ROADSTER facilitates the development and management of one-lap events. The system 
allows sefng limits on the number of entries (INVENTORY SET UP), managing wait lists, and 
enabling the movement of par9cipants between the same type of events. It also provides a 
means to communicate easily with all 9cket holders (PARTICIPANT COMMUNICATIONS). 
 

 
INVENTORY SET UP 

 

 
 

PARTICIPANT COMMUNICATIONS 
 

The PARTICIPANT COMMUNICATIONS screen provides the following op9ons: 
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 Email the en9re Group – a message field will open, allowing you to add a text message. 
 Print Group – a list of all the par9cipants will be printed. 
 Email One – the selected group member can be emailed individually, a message field will 
open, and a few text messages can be added. 

Switch Group – the selected Par9cipant can be moved to another event.   This feature 
also overrides inventory/par9cipant limits. 

Refund – this feature enables a refund to the selected Par9cipant. 
Place on Wai9ng List -  This feature enables a staff member to enter a name into the 

wai9ng list 

ONE LAP SETUP 
In the example below (ONE-LAP EVENT SETTINGS ), an Admin can select the event and enter all 
the related data for the event, including 9tle, number of 9ckets, dates, and 9mes, as well as a 
map URL. 

 
ONE-LAP EVENT SETTINGS 
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The Admin can set a limit on the total number of spaces or 9ckets for the event in the pool, and 
the two 9ckets drawn from that pool. In this manner, there can be any combina9on of sales of 
the two 9ckets, and the total never exceeding the pool limit.   

 

ADDITIONAL PASSENGERS 
The Patron enters their personal data. EVENT-ROADSTER provides for the entry of a second 
driver or assistant (PROFILE ENTRY SCREEN).  
 

 
PROFILE ENTRY SCREEN 

 

CHANGING RALLIES 
A Road Rally can be a collec9on of vehicles and drivers partaking in a compe99on that takes 
place on public roads within the legal speed limit or a scenic drive done on a public road 
without ever breaking any laws.  A fes9val can have many such rallies that run either at different 
9mes or at different star9ng 9mes.   O^en, par9cipants will want to change their par9cipa9on 
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from one rally to another.  It is typical for these events to have limits on the number of cars in 
the rally, and they are usually sold out quickly. With systems that control the number of 
par9cipants, moving par9cipants between rallies can be problema9c. EVENT-ROADSTER has the 
mechanisms to transfer par9cipants smoothly.  
 
To make a transfer from one rally to another, start at the Store Management screen, select the 
Group, and then click on the Sold column. The system will present the list of par9cipants 
(SELECT TICKET FOR TRANSFER).  Admin can select the person, then click “Transfer,” and then 
follow the screens to select the desired rally (PICK THE TRANSFER).  The system will then 
provide the opportunity to proceed or cancel the Transac9on (TRANSFER CONFIRMATION). 

 
 

SELECT TICKET FOR TRANSFER 
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PICK THE TRANSFER  

 
 

 
TRANSFER CONFIRMATION 
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SALES 
 
EVENT-ROADSTER handles 9cket sales for events such as galas, concerts, and concerts and 
merchandise for sale.   
 

TICKETING 
In this version, EVENT-ROADSTER provides all 9cket management aspects: a quick reference for 
the number sold, number on Hold, and availability. (STORE MANAGEMENT). 
 

 
STORE MANAGEMENT 

 
Edi9ng the 9cket is easy; just click the event name (TICKET MANAGEMENT). 
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TICKET MANAGEMENT 
 

 

SELLING TICKETS 
In this version, purchasing items is as easy as selecting the store, clicking on the item (STORE 
SCREEN), then navigating to the shopping cart (SHOPPING CART), and finally checking out 
(CHECKOUT), where users can select multiple types of purchases. 
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STORE SCREEN 

 

 
SHOPPING CART 
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CHECK OUT 

 

RETURNS 
EVENT-ROADSTER enables the return of purchased items (RETURNS SCREEN). Payment for all 
sales is currently through the PayPal system (other systems can be added as requested), which 
uses stored credit card informa9on for PayPal clients and all credit card sales.   
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RETURNS SCREEN 

 
To make a return, click “Sold,” then select the purchaser, and then click “Manage Sale.”  The 
system will then present the Receipt, (RECEIPT.)  Click “Refund Sale Transac9on.” 
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RETURNS 

 

WAITLISTS 
Below is a brief list of the func9ons and processes associated with Waitlists. A Waitlist provides 
a place to put people wai9ng for 9ckets and facilitates turning them into sales.   
 
SETUPS/PROCESSES 
 
1 – In Events, an ADMIN designates a 9cket that can accept Waitlist applica9ons. 
2 – In the store, a Patron can place themselves on a Waitlist for a 9cket if it is sold out. 
3 – The system records the name and updates the number in the "Waitlist" box of the Store 
Management sec9on at this point. The Patron has not yet paid for the event. 
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4 – In Store Admin, the Admin can click on the "Waitlist" box of the Store Management sec9on, 
which presents the list of those on the waitlist.  
5 –  Admin selects the 9cket/person, approves the transfer to On-Hold, and the 9ckets are 
placed in the Patron's shopping cart. An email is sent to patrons inquiring whether they wish to 
purchase. The number of 9ckets reduces the Waitlist, and the number of on-hold 9ckets 
increases by the same amount.   
6A – The Patron receives the email, accepts the transfer, and is immediately directed to the 
payment process. When the 9cket is paid for, the inventory is reduced by the amount 
purchased, and the on-hold is reduced by the same number. The Patron is added to the 
Par9cipant's list 
OR. 
6B – The Patron receives the email and deciders not to accept. An email is returned to the 
ADMIN with the result. The 9cket/patron is removed from the Waitlist, and On Hold is reduced 
by that amount. 
 
 
The TICKET CREATION/EDIT SCREEN enables you to designate the event 9cket to allow the 
Patrons to put themselves on a waitlist. 
  

 
TICKET CREATION/EDIT SCREEN 
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When an event is sold out, and the waitlist op9on has been selected, the 9cket displayed in the 
store will have a "Join Waitlist" buJon. (JOIN WAITLIST SCREEN) 
 

 
JOIN WAITLIST SCREEN 

 
The system will send a message to the Patron that their request has been added to a Waitlist, 
and the Store Management system will indicate the number of Patrons on the Waitlist  
(WAITLIST MANAGEMENT SCREEN). ADMIN can then click on the On Hold number (the number 
3 in the example below), and the system will then present all those on the Waitlist. 
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WAITLIST MANAGEMENT SCREEN 

 
When the name is selected, an email is sent to the Patron asking if the Patron s9ll wants the 
9cket. If they respond, they do, then they are sent to the 9cket processing screen to pay for 
their 9cket(s). The system will then reduce the Waitlist number and decrease the event 9cket 
inventory by that amount.  
 
If the Patron decides not to buy the 9cket, the system alerts ADMIN, reduces the On Hold count 
by the amount, and then achieves the request. 
 

REMOVING FROM THE WAITLIST & ON HOLD 
There are cases when ADMIN wishes to remove a Patron from the Waitlist. To remove a patron, 
click on Waitlist, then select the Patron, and complete the removal by clicking the REMOVE 
buJon. The 9cket will be removed and archived. There is no finance process as those on the 
Waitlist have NOT paid for a 9cket. 
 
The difference between the Waitlist and On Hold is that there are no 9cket commitments for 
those on the Waitlist. When the On Hold feature is used, the system puts the 9ckets in the 
Patron's cart. Those in On Hold status are basically "Sold" without payment; those 9ckets in the 
On Hold cart cannot be sold to another Patron. Removing Patrons from the ON HOLD area 
follows the same process as removal from the Waitlist. 
 

ADMIN MANUALLY ADDING WAITLIST & ON HOLD 
ADMIN can manually add a name to the Waitlist. By clicking the "Add to Waitlist" buJon, the 
ADMIN is presented with a screen. ADMIN enters the name, and it is automa9cally filled in if it 
is associated with an account. If the Patron does not have an account, the ADMIN is presented 
with a screen to create an account. When the account is created, the system returns ADMIN to 
the Waitlist screen. 
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There is no facility to allow for the manual entry of a Patron to On Hold, other than through the 
Waitlist process. On Hold presumes the Patron has an account and cannot proceed without one. 
The Waitlist requires an account as well, but if there is not one, the ADMIN can create it for the 
Patron from that Waitlist screen. When a Patron is on the Waitlist, the Patron can be added to 
the On Hold status by selec9ng the On Hold buJon.  
 

SWITCHING EVENTS 
The movement of a par9cipant in an inventory system can be a laborious process, especially if 
the inventory is sold out. In typical situa9ons, the inventory counts of par9cipant lists can 
become inaccurate. Addi9onally, suppose the target event is sold out. In that case, on-hand 
inventory must be increased or overridden in another system before moving must be increased 
to move the Par9cipant into the Group. EVENT-ROADSTER has a unique func9on (SWITCHING 
CLASSES) originally developed to support car rally events that enable the movement of 
par9cipants to and from like events, adjust inventory, and update lists all in one screen.  
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SWITCHING CLASSES 
 

ORDER HISTORY 
 
EVENT-RANGER provides the ability for both the individual and the ADMIN to check for 
individual purchases.   On the User screen, ADMIN can select any group: Staff, Judges, Basic 
(Customers), and from there, ADMIN can edit the User record (EDIT), Reset Passwords (KEY 
ICON), and review the Patron’s order history (PAGE ICON). 
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ORDER HISTORY 

 
By selec9ng the Page Icon (ORDER HISTORY ICON) the system will provide a list of purchases 
(ORDER HISTORY).  By clicking Eye Icon, the system will present user orders (USER ORDER) 
 

 
ORDER HISTORY ICON 

 

 
ORDER HISTORY 
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  THE ORDER HISTORY 
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EMAIL-COMMUNICATIONS 
 
EVENT-RANGER enables communica9on with individuals as well as classes. By clicking the 
amount sold number in the STORE MANAGEMENT screen, you are presented with op9ons 
(COMMUNICATIONS OPTIONS), including emailing a single Patron, emailing the en9re Group, 
prin9ng the group list, switching par9cipants between classes, and refunding purchases. 
 

 
 

COMMUNICATIONS OPTIONS 
 

If “Email One” or “Email Group” is selected, the system enables you to select a template email 
or use a freeform. (see EMAIL GROUP). 
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EMAIL GROUP 

 
EVENT-ROADSTER offers several email options for communication, including free text, 
templates, and system-generated messages. Email templates can be created and edited for all 
system-sent messages, and custom messages for various staff-sent communica9ons. The EMAIL 
MANAGEMENT 
Screen for selec9ng and edi9ng of messages, and the crea9on of new messages. 
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EMAIL MANAGEMENT 

 
 
 

 
 

 


