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Procedure 1: Establish a new District Council Event 

This section describes the process for establishing a new District Council event. 

 

Once the meeting is entered in NetForum, a request to open a meeting (ROM) must be submitted to 

DCMeetings with a new event code approved by finance. Finance only requires a meeting date and title to 

assign code; the code can be requested in advance of preparing your meeting documents. 

 

Following is an example of the information in the message to Finance: 

I am submitting a Request to Open a Meeting and need approval for: 

 

Name of Event:                 

Date of Event: 

The other information you have requested: 

● Was this meeting included in your budget submission?  YES 

● If it was, what code did you budget it under? XXXX-XXXX 

Please let me know if we are okay to proceed.  

Thanks, 

 

DCMeetings requires 24 hours for meeting approval. If there are issues with the set-up, the 24 hours 

will start again with resubmission of documents.  

Table registrations and meeting functions (i.e., lunches, tours, promo codes) will be added by a preferred 

provider or DCMeetings. Please let them know they need to be added. 

If your location is not appearing, then it must be added to the database through the CRM module.  Refer to 

Add an Organization documentation. 
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Procedure 2: Create an Event in netFORUM 

Step A: Set Up Event Information 

1. Go to Modules > Events. 

 
2. Under Overview, click on “Create Event.” 

 
3. Set up Event Information. Note: If a field is not mentioned, it should not be completed. 

a. Event Code: 8-digit meeting code, no hyphen. 

b. Event Category: Member Only, Full Member, District Council, YLG, or one of the other 

categories that applies to meeting. Member Only does not restrict non-members from 

registering; that is done in fee set-up. 

c. Event type: District Council 

d. Event title: meeting title, always starting with DC name 

i. Best practice - limit your title to 100 characters  

e. Capacity: enter registration limit  

f. Start date: First Date of Event  

g. End date: Last Date of Event 

h. Pre reg:  first day of the month when entering 

i. Early reg:  end date of early bird registration; if there is no early bird date, enter yesterday’s 

date  

j. Standard reg: day after regular online registration ends (If online deadline is later than 

mail/tel/fax deadline, the online deadline is the one that is entered here.) 

k. Late reg: two months after the event date 

l. Post to web/Remove from web: Leave blank 

m. Registration required box: Always check box 

n. Confirmation template: AW_DCEventEmailconfirmation :: AW_DCEventEmailconfirmation.  

o. Max guests allowed: 0 
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4. Fill in G/L codes as in screenshot. G/L codes are always the same for DC events. Always check 

deferred box. 

 

Step B: Create Event Fees 

1. Click on the Create Event Fees icon. 

 
a. Non-Member Surcharge – Default setting is the minimum 33% surcharge for non-members. 

The percentage can be increased here or fees can be modified in next screen. To create a 

members-only event, uncheck the non-member box so fees won’t be available in fees tab. They 

will, however, show up in set-up screen. 

b. Early Bird Discount – If the meeting does not have an early bird discount, set to 0 and then 

uncheck box. If there is an early bird discount, set a percentage and confirm fees in next screen.  

c. Late Surcharge – If the meeting does not have an additional late fee, set percentage to 0, but 

leave box checked. This will allow for on-sites to still be registered after the meeting. If there is a 

late fee, set a percentage and confirm fees in next screen. 

d. Currency – USD – United States Dollar.  

e. Enter all the Member Standard fees: Member, Member Public, Member Student, Member YL, 

and Member Retired. 

f. Create complimentary fees for this event box should stay checked if you will have comps to 

enter.  

g. Click Next. 
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2. Check the “Is this a free event?” box to create a free event. 

a. You will be taken to the next screen where you cannot edit any of the fees, but will just click 

Save. Your $0 fees are now in netFORUM for all categories.  

b. When you submit a members-only free event to DCMeetings for posting, please request that the 

non-member fees that show up under the fees tab be deleted. 

c. Please note, the "Is this a free event?" box is different than the "Free Event" box on the main set 

up screen. You do not use that box. 

3. Create event fees.  

a. Calculations for corresponding non-member, early bird, and late fees are made based on the 

percentage set in previous screen.  

b. System will calculate the percentages and will round up to nearest five-dollar increment. 

c. Each of the calculated fees can be edited, but must meet the minimum surcharge. Fees that do 

not meet the required surcharge will generate a message and the amount will revert to 

calculated fee. 

(TIP: You can use the back button to go back to previous screen to change the percentage and 

generate new fees.) 

d. Please NOTE when setting up a "Members Only" or "Full Member Only" event, you will see non-

member fees in your set up screen. If you have unchecked the non-member fee box on the 

previous screen, though, you will not be able to edit those fees. 

e. Click save once all prices are set to desired amounts. 

f. You can now view fees in fees tab. Only meetings staff can edit fees once they are created.

 

Procedure 3: Build out Event Information 

Step A: Add Location 

1. To add a location, click on More > General. 

 
2. Click the + sign next to Locations. 
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3. Click the + sign next to location. 

 
a. Type the name of location in the location name field.  A list of likely matches will pop up as you 

type.  If you see the correct location in the pop up list, click on the arrow next to that name and it 

will populate the fields in your dialogue box. 

Note: If your location is not appearing then it must be added to the database through the 

CRM module.  Refer to Add an Organization documentation. 

b. Select a location type from the drop down list. You must add an “*” in location code box and 

description box. The Html description can be used to copy and paste directions.  If there are not 

any directions to include in the Html description, type an “*” in the box so that the location 

address will pull on the email confirmation. 

 
c. Click Save. 

d. Check the “Primary?” box. 

Registration will not function unless this box is checked. 

 
e. Click Save. 

Step B: Add start times and end times 

1. Click on “Edit Event Info.” 

 
2. Add start and end times and check the time zone. 

Note that end time comes before start time on this screen. 

 
a. Click Save.  
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Step C: Add keywords to the event 

1. Click on the keywords button.  

 
2. Click the box next to the keywords you would like to associate with the event. Note: Keywords are 

assigned to events based on the topic of the events, an event can have multiple keywords, but the 

words should be relevant to the meeting content and/or its speaker. See appendix for full list of 

keywords. 

 
3. Click save to save your keyword selections 

 

Step D: Add an event description  

The event description is used to describe your event and the agenda for the event, this information can be the 

same as the text used for your Real Magnet (RM) email communications or from the WordPress description. 

This can be setup later, i.e. if you plan to input your RM communication here  

 

1. Click on web information icon 
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2. Paste preselected text into the box or type in the event description

 
3. Click save and the window will close  

 

Procedure 4: Submit meeting.  

1. Meeting is now ready to be submitted with documentation to DCMeetings@uli.org.  

  

 

 

mailto:DCMeetings@uli.org
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Procedure 4: Publish Event to knowledge.uli.org 

1. Go to your event in netFORUM 

2. Click on the three vertical lines in the top right corner and select “Knowledge Finder” in the dropdown 

menu. 

 
 

This will take you to the Publish to Knowledge Finder screen where you will input publication details. 

 

 
 

3. On the Publish to Knowledge Finder screen you must enter the following information 
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a. Enter the Publish Date (this is when the post will go live)

 
Optional: Enter the Unpublish date (for times when you need to remove the content, e.g. if an 

event is canceled. Note: If you are unpublishing an event, please alert claire.gordon@uli.org to 

complete the unpublishing process. Simply adding the end date will not unpublish the content.) 

 

b. Select the checkbox next to “Publish Event Description to Knowledge Finder?” 

 
 

c. Select the checkboxes next to the items that you want to publish (e.g. Faculty/Speakers, 

Sponsors, Sessions, Locations).  

 
Note: the only content that will come over will be Faculty/Speakers and Location. 

d. Click save 

 
4. After you click save, the editor for knowledge.uli.org will be alerted—not immediately, but once a day. 

Note: The editor for knowledge.uli.org is responsible for the final publication of all content, and will 

publish on a rolling (not instantaneous) basis. 

  

 

 

mailto:claire.gordon@uli.org
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Appendix Item 1—Keywords 

Architecture – Design 

Architecture – Landscape 

Arts and Culture 

Construction/Engineering 

Development – Business and Firms 

Development – Nonprofit Developers 

Development Projects – Large Scale 

Development Projects – Small Scale 

Economic Development 

Emerging Trends – Programs and Publications 

Finance 

Finance – Asset/Portfolio Management 

Finance – Capital Markets 

Finance – Cross-Border Investment/Development 

Food and Real Estate 

Infrastructure – Active Transportation 

Infrastructure – Airports/Rail/Port Facilities 

Infrastructure – Parking and Parking Facilities 

Infrastructure – Transportation and Transit 

Land Use Type/Sector – Health Care/Medical 

Land Use Type/Sector – Hospitality – Hotels and 

Resorts 

Land Use Type/Sector – Housing – Active 

Adult/Senior/Retirement Communities 

Land Use Type/Sector – Housing – 

Affordable/Workforce 

Land Use Type/Sector – Housing – Multifamily 

Land Use Type/Sector – Housing – Single-Family 

Land Use Type/Sector – Housing – Student 

Land Use Type/Sector – Industrial 

Land Use Type/Sector – Institutions – Libraries and 

Museums 

Land Use Type/Sector – Master-Planned 

Communities 

Land Use Type/Sector – Military Facilities 

Land Use Type/Sector – Mixed Use and Multi-Use 

Land Use Type/Sector – Office 

Land Use Type/Sector – Recreation and 

Entertainment 

Land Use Type/Sector – Retail 

Land Use Type/Sector – Stadiums, Arenas, and 

Venues 

Land Use Type/Sector – Universities and 

Educational Facilities 

Land Use Type/Sector – Waterfront 

Leadership 

Market Conditions – Demographics 

Market Conditions – Economy 

Market Conditions – Market and Feasibility Analysis 

Market Conditions – Market Trends 

Market Conditions – Technology, New/Disruptive 

Marketing 

Open Space 

Placemaking 

Public Sector – Public Officials 

Public Sector – Public/Private Partnerships 

Real Estate Law 

Land Use Type/Sector – Recreation and 

Entertainment 

Regulations and Zoning 

Resilience 

Responsible Property Investment 

Revitalization/Redevelopment – Adaptive 

Use/Building Reuse 

Revitalization/Redevelopment – Central City 

Revitalization/Redevelopment – Downtown 

Revitalization/Redevelopment – Healthy 

Neighborhoods and Corridors 

Revitalization/Redevelopment – Historic 

Preservation 

Revitalization/Redevelopment – Infill 

Revitalization/Redevelopment – Inner-City 

Neighborhoods 

Revitalization/Redevelopment – Rural 

Revitalization/Redevelopment – Suburbs 

Sustainable Development 

Traditional Neighborhood Development/New 

Urbanism 

Transit-Oriented Development 

Universities and Educational Facilities 

Urban and Regional Planning 
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Appendix Item 2—Sample Published event on 

knowledge.uli.org 

 
 


