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The Shift: Arena/Stadium Event Document Alternatives

Webinar Recording
e https://elitesupportcenter.ungerboeck.com/hc/en-us/articles/183807087918 31

Setup/Pre-Requisites

e Eventtags-‘Ready’ and ‘Revised’
e Permissionsneeded
o Documents - View (Canview documentsand document links shared with
them)
o Document - Edit (Can upload andremove documents and links)
o Operations (Canview the Operations Daily View)
e Document Folders (Optional) - for better file organization and a dedicated place for
these documents tolive

Workflow
e Createthetemplate forthe eventin preferred system of record (e.g., Word, Excel)
e Update sharing permissions for the document. Link willautomatically be copied.
¢ InElite, clickinto the Documents tab and click the plus sign.
e Select'Link’inthedrop down and paste thelink.
e Continue toworkin Word untilyou are ready to finalize the document.

e Whenyou areready tofinalize export the document as a PDF and uploadit to Elite
asadocument.

e Intheslider, click the 3-dot menu and select ‘Edit Info’.

e Adda‘Ready’tagtodisplay onthe event. Note: If you are adding Event Tags for the
first time you willalso need to ensure they are set to display on the calendar inyour
display options).

Changes & Revisions

e Whenchangesinevitably happen, download another PDF of the document with the
latest changes.


https://elitesupportcenter.ungerboeck.com/hc/en-us/articles/18380708791831
https://elitesupportcenter.ungerboeck.com/hc/en-us/articles/17440705565463-About-Event-Tags
https://elitesupportcenter.ungerboeck.com/hc/en-us/articles/17444080836503-User-Role-Permissions
https://elitesupportcenter.ungerboeck.com/hc/en-us/articles/17443307248279-Manage-Event-Document-Folders
https://elitesupportcenter.ungerboeck.com/hc/en-us/articles/17440118783511-Event-Calendar-Display-Options

e Remove the previous document (or remove sharing permissions) and upload the
new one to the event.

e Intheslider, click the 3-dot menu and select ‘Edit Info’.

e Adda‘Revised tagtodisplay onthe event.

Deeper Workflow Considerations

e Uploadthe documentto the functionsoitcanbe visible inthe Operations Daily
View. Utilize the Operations Daily View for tracking changes and new revisions being
uploadedtothe event.

e Communicate changes and/orrevisions to your team by sending change
notifications.

o WorkwithyourIT Teamto create a distribution list e-mail. By adding a new
user with this e-mailaddress, you can select thisuser when sending mass
change notifications.


https://elitesupportcenter.ungerboeck.com/hc/en-us/articles/17440646806807-Upload-or-Link-a-Function-Document
https://elitesupportcenter.ungerboeck.com/hc/en-us/articles/17442795774231-Operations-Daily-View
https://elitesupportcenter.ungerboeck.com/hc/en-us/articles/17442795774231-Operations-Daily-View
https://elitesupportcenter.ungerboeck.com/hc/en-us/articles/17440618660119-Notify-Staff-of-Event-Detail-Changes
https://elitesupportcenter.ungerboeck.com/hc/en-us/articles/17440618660119-Notify-Staff-of-Event-Detail-Changes

