1. Please use this link to view our new community site.
https://events.dudesolutions.com/community/littletonaz
You will be directed to the screen below. Please click on the “Login/ Create Account” circled in

red.
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2. You will then be taken to the screen below. Please make sure to only use the Event Community
side, as circled below in red. You will enter your information accordingly and click submit.

Event Manager”

SIGN IN GET STARTED
Enter your email and password to sign into your
account. Create an account to view your favorite events and
events you have registered for
EMAIL
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3. Once the information has been filled out. You will receive the message in green circled below.
Please follow the steps from the email you received.

SIGN IN | PRINT

Event Manager” EVENT COMMUNITY

SIGN IN GET STARTED

Enter your email and password to sign into your
Create an account to view your favorite events and

events you have registered for.
EMAIL
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By clicking Submit, you consent to the
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Privacy Policy[4 PHONE:
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‘Your account has been créated successfullyl You will
receive an email with a link that must be clicked to
verify the email entered and setup your password.

“You will nat be able to signin until you compleie
verification.
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4. Below is a screenshot of the email you will receive. Please click the blue link to verify your email
and create a password.

From: Community Site <notifications@mail.dudesolutions.com:>
Date: Wed, Apr 24, 2024 at 5:52 AM
Subject: Please verify your account

To: M

Unable to read this email? Click here to open in your browser

Hi S

Thank you for creating an account with Event Manager. In order to complete this process,
please click this link to set your password and verify your email.

Thank You,

Littleton Elementary School District Staff

Brightly Software, Inc. 11000 Regency Pkwy, Suite 110, Cary, NC 27518
Powered by: Event Manager by Brightly Software




5. After verifying your email and creating a password you will then login in using the sections
circled in red below.

SIGN IN | PRINT

Event Manager” EVENT COMMUNITY

IGN IN

Enter your email and password to sign into your
account

GET STARTED

Create an account to view your favorite events and
events you have registered for.
EMAIL

0
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By clicking Submit, you consent fo the
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6. If this is your first-time logging in, you will need to click the person icon as shown below to
register your organization. After clicking “My Profile” you will see the second screenshot below.
This screen will give you two options either to join an existing organization or create an
organization. Fill out accordingly. Your account will then go into review by the Administrative
Secretary of Operations, this review can take up to 48 business hours. Confirmation of

organization will be sent via email. The approval is based on the accuracy of your documentation
provided.
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When your organization has been approved, you will then log back in. The section circled in

green is the indicator that you are logged in as it will show your name. The section circled in red
is the options you have to search. For example, indoor sports are played in the cafetorium, you

would type “cafetorium”. You can also search by date or simply the school’s name if you already
have a school in mind.
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8. After narrowing down your search you can click on the “BOOK” arrow of the location you
choose. Please see picture below.
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9. You will be prompted to fill out the “External Event Request Form” as shown below. Please make
sure to fill out all the * sections and click “Submit”. Your request is then reviewed by the site
admin and the operations admin. You will receive communication about your event via email.

External Event Request Form
\’\1115 To, W

2

#¥ scno®
PICTURES & ATTACHMENTS
ADDITIONAL INFORMATION External Event Request Form

TASKS

EVENT DETAILS

LOCATION & TIME
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CONTACT INFORMATION

BILLING ADDRESS
INSURANCE

Event ID: 2576
Event Details

Organization*

Q v

Event Name*

Summary*

If you have additional questions please contact Carla Guerrero, at guerrero.carla@littletonaz.org




