How to Create a Custom Registration Message

1. Create your message

Go to Event Espresso = Messages = Default Message Templates
Scroll down to find Ticket Notice and click Create Custom

Event Espresso - Default Message Templates

nt Espresso

Message Activity  Default Message Templates  Custom Message Templates  Settings

In Use 2
Minsgement Show All Messengers v | | Show Al Message Types ~| [ e Reset Fiters 21 items
Message Type Description
Payment Received Ema This message type is used for all payment notification messages that go eut inducing any manual payments entered by an event administrator. Create Custom
Recipients: Edt
rimary Re

Add-ons

Refund Issued Em
Recipients: Edt
Primary Regi

This message type is used for all payment notification messages that go out for refunds

Create Custom

This message type is for messages sent to attendees when their registration is approved.

Nt Approved Registration This message type

r messages sent to registrants when their registration is set to the not approved status.

Reciplents:

n Pending Payment Ema This message type is used for recipients who have Pending Payment registration status. reate Custom
Extras Recipients:

|
Redipients: Edit Purch

The receipt message type is triggered via a url on the thank you page and via at url generated by the [RECEIPT_URL] shortcode. eate Custom

|
Recipients: Edit Purchase

age type is triggered via a url an the thank you page and via at url generated by the [INVOICE_URL] or [INV

ICE_LINK] shortcade, Create Custom

Ticket ! The ticket message type is used for generating and displaying tickets. The templates are triggered by url pat eate Custom
Recipients
Ticket Noticy Ema This message type i for messages sent to attendees when they have fickets available Create Custem
Recipients: E . )
jstration Pramated P Emai Triggered when an attendee is promoted from a wait list and has the option to finalize their registration for an event ——
st List Notification Recipients: Edit R
it Emai Triggered when an attendes is automatically or manually demoted to a wait list

Recipients: Edit R

Registration

t e Triggered when an attendee signs up for a wait st
Natification Recipients: Edit R




2. Give your template a meaningful name (such as event name, date, your initials)

Event Espresso - Editing Email Ticket Notice Template (Primary Registrant Recipient)

Edit Message Templates Message Activity Default Message Templates Custom Message Templates Settings

‘ Primary Registrant ~ H Switch Recipient ” Preview l

The template for Primary Registrant Recipient is currently active.

This is a custom template. Custom Templates have an editable name and description to help you differentiate between templates.

_ | _
| Stroke Day 2021 CM '{ |

‘ This is a custom template that was created for the email messenger and ticket notice message type. ‘

Scroll down to the [EVENT_LIST] section and add your content below the horizontal line.
= Remember to use the “paste as text” button if you are copying text from Word.
=>» Leave all other text and shortcodes as is!

[EVENT_LIST]
paragraph v B I E = & =
g v o = A BLO

[EVENT_NAME]. I you have any ques&concems about your registration, please contact [EVENT_AUTHOR_FNAME] [EVENT_AUTHOR_LNAME] at [EVENT_AUTHOR_EMAIL].

DATETIVE LIST]

Add your content here!

&

. Update Actions. voa
Send yourself a test message when you are done editing.
Don’t forget to save!
Extra Actions AWV A

Send a test email to *

carole.marshall@umanitoba.ca |

Need to reset this message type and start

Reset Templates

over?



3. Make sure you are only sending messages to the PRIMARY REGISTRANT

Event Espresso turns on both ticket messages by default when a custom message is created. We
only want the Primary Registrant message to be sent.

Primary Registrant message is active:

Edit Message Templates

Message Activity

Default Message Templates

Primary Registrant H Switch Recipient ” Preview l

The template for Primary Registrant Recipient is currently active.

Custom Message Ti

Choose Registrant, click Switch Recipient, and turn the slider off. Click Save and Close.

Edit Message Templates

[ Registrant ~ | [ svitch Recipient

The template for Registrant Recipien®is currently inactive.

Message Activity | Default Message Templates

Q/

Custom Message Templates

Settings

This is a custom template. Custom Templates have an editable name and description to help you differentiate between templates.

Update Actions

| Stroke Day 2021 CM

P

4. Attach the message to the event

Open your event and scroll
down to Notifications

Choose the Email tab

Select your custom message
from the dropdown list beside

Ticket Notice.

Save your event.
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Html

/

Email

Message Type

Payment Received
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Registration Approved

Mot Approved Registration

Registration Pending Payment

Payment Reminder

Payment Declined
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Registration Cancelled

Payment Failed

Payment Cancelled
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Registration Promoted Fram Wait List Notification
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Automated Upcoming Event Notification

Automated Upcoming Datetime Notification
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