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Attaching a Service to an Event

Market: House, Senate

Description: These instructions teach users how to attach a new or existing service to an event.
Click the following link to be brought straight to the topic:

Add a New Service

Attach an Existing Service

1. Navigate to Events = Views = All Events

2. Select the event.

3. From the In Row Quick Actions select Attach Existing Service
= £ T - - -

B Events

D MNew V'  Change V  Report V  MoreV  Calendar

= All Events for 1 (Total 39) #» By Created [Desc) v 40

Q (v Event Detail Status Labor Day brunch
Calendar =
st H @.’ && 8 Event Attached Records Discuss Logs
Events Today #1 bor Day brunch Start: 9/01/2025 11:00 AM ET APPROVED
Labor Day brun! . -
E—3 Croated B/2572025 by Joy Betabaron End: 5/01/2025 02:00 PM FT Start 9/01/2025 11:00 AM ET (Monday) =

Approved Events (37)

End 9/01/2025 02:00 PM ET
2 First day of August event Start: 8/01/2025 03:00 PM ET APPROVED
Creseea /1720255 &

3
o End: 8/01/2025 04:00 PM ET Status APPROVED
o, EventsNext Week Description Synchronized N _
= Major Private Send Invite
This is actually what the event is for.
@ Newtvents No No Yes
| Future Events #3 Target Meet & Greet Start: 7/07/2025 10:00 AM ET APPROVED Type(s) LUNCH--Luncheon
Crestea 527 End: 7/07/2025 11:00 AM ET L
& MultiDay Events (1) Calendars n n, Training Team
82 Unscheduled tvents (4) £ 4 TestJuly 4 Event Start: 7/04/2025 10:00 AM ET APPROVED
= Croavea&/7/1035 v End: 7/04/2025 11:00 AM ET &
W Recurring Events (1) Heres a description! Synchronized
Here are my notes!
1= . Coiendars
0 s Sync Calendar Test Start: 6/13/2025 10:00 AM ET APFROVED
Croated §/04/2025 & End: 6/13/2025 12:00 PM ET &
This is a breakfast event Synchronized

Here are some notes

@ AddNew Service

# Test 2 APPROVED

Cremued 6/212025 by Aieeiva R £+ ttach Contact

7 Attach File

o Test Past Event Start: 5/21/2025 12:30 PM ET APPROVED 7

Creanea s/212025 1y e End: 5/21/2025 01:15 PM ET Delete

Edit | Copy wms| & QuickReport

73 Coffee Meet & Greet Start: 6/02/2025 09:00 AM ET APPROVED

4. In the Search for field, type the service record number or the primary contact’s name.

Attach Service to Event x

Find Existing Service

Search For

5. Click Attach.

| Attach I Close

-
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Add a New Service

1. Navigate to Events - Views - All Events

2. Select appropriate event.
3. From the Quick Actions select Add New Service.

=
4}(\ All Events ~ Find [ W Fitter Result

(D)MewV Changs v Report vV  More v  Calendar
= All Events for 1 (Total 39) +» By Created (Desc) v | 4
Q v Event Detail Status Labor Day brunch
Calendar —
[sl i/0 G‘E& &8 Event Attached Records Discuss Logs
Events Today o Labor Day brunch Start: 9/01/2025 11:00 AM ET APPROVED _
= e End: 9/01/2025 02:00 PM ET Start 9/01/2025 11:00 AM ET (Monday) F=
Approved Events (37)
— End 9/01/2025 02:00 PM ET
- m % First day of August event Start: 8/01/2025 03:00 PM ET APRROVED
‘ Created 8/1/2025 bt End: 8/01/2025 04:00 PM ET & Status APPROVED
Events Next Week nchronized
2* De“_"pm" . Synchronized Major Private Send Invite
This is actusally what the event s for,
@ Newbens No No Yes
— Future Events w2 Start: 7/07/2025 10:00 AM ET APPROVED Typels) LUNCH--Luncheon
PN ——— End: 7/07/2025 11:00 AM ET Calendars o, Training Team
82 UnscheduledEvents (4) §f % TestJuly 4 Event Start: 7/04/2025 10:00 AM ET APPROVED
= Coumeas/27/3025 End: 7/04/2025 11:00 AM ET & i
WU Recurring Events (1) Heres a description! Synchronized
Here are my notes!
I- Calendars
o #5 Sync Calendar Test Start: 6/13/2025 10:00 AM ET APPROVED
Covaned /143025 oy End: 6/13/2025 12:00 PM ET &
This is a breakfast event Synchronized
Here are some notes o Mtechuksting
Service
*" Test 2 APPROVED
Craated §/2/2028 by Ail3Uim1 gl ¢ Attach Contact
Attach File
a7 Test Past Event Start: 5/21/2025 12:30 PM ET APPROVED
Craated §/2/2025 End: 5/21/2025 01:15 PM ET Delete
Edit | Copy w=ss | QuickReport
@ Coffes Meet & Greet Start: 6/02/2025 09:00 AM ET APPROVED

4. In the Add New Service fields, select the type of service. Click Create.

Create and Attach Service to Event b4

Add New Service

Select Type for New Service
Scheduling Requests

5. Follow directions provided in Creating a Service Record guide.
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