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Self-service PhotovaultOnline Event Setup  
The event setup self-service function allows a club to setup their standard monthly events without 

asking the site administrator to help.  To make this process as easy and fast as possible, it is based on 

event templates.  The site administrator is responsible to maintain the event templates (this also 

means that you will need to contact the site administrator to make changes to the event template) 

while the event administrator will be responsible to create the monthly events in the future. 

Steps in creating a new event 
In this tutorial we will make use of the monthly VPS club competition layout.   

To create a new event go to the Event Admin menu option and click on the “Go to Detail” link of one 

of the existing club events (Normally the current month’s event when you want to setup next 

month’s event). 

 

The following enhancements were added to the event administrator’s detail page: 

 The title was changed to “Manage *Event name+” 

 Three new links were added at the top of the page, namely: 

o “Create New from Template”, 

o “Change Event Details”, and 

o “Make This Event Visible” (or if it is visible “Hide this Event”). 

 The Event Description (with html formatting) is displayed in a new table below the title. 

 The start, closing and finished dates are shown in a table. 
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To create a new event click, on the “Create New from Template” link.  A new page will open with the 

event template information. 

 

Step 1: Event Name 
VPS like to show the month in their event name which means that each event has in actual fact a 

unique event name.  We will replace the “(Month here)” with “October 2011”. 
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Step 2: Event Dates 
We need to specify the three dates, start date (when it will become visible to the members), closing 

date (last day entries will be allowed) and finished date (normally about a week after the actual club 

evening took place).  Note that the system currently does not do validation to ensure that the start 

date is before the closing date, so please review your selected dates before creating the new event. 

To select a date, click inside the date field.  A calendar picker will be displayed. 

 

The calendar picker will default to the current date if the field is empty or to the selected date if it 

was already populated. 

Step 3: Other fields (optional) 

Description 

In most cases the description field is very generic and will not change from one event month to the 

next, but if you want to get creative, you may change it.  For security reasons the system will not 

allow embedded html in text fields.  Some very basic formatting may be added to the description 

field using the custom tagging system provided.  (For instance, surround a piece of text in a pair of 

{bold}{endbold} tags to let it stand out a bit.  Examples are displayed on the form above the 

description field. 

Photo Filename Layout 

This field is automatically populated from the event template based on the setup information 

supplied to the site administrator.  In most cases you will not change this layout.  Remember, change 

this will influence the display order the photos during judging – it is most likely a good idea to 

consult the site administrator if you want to change this.. 

Nominated Club 

The nominated club is read only as it is based on a template created specifically for this club. 

Max Entries 

The overall maximum number of photos allowed in the event.  This is setup in the template and will 

normally not change. 
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Access Code 

Some clubs use an access code to ensure that only members who know the access code will be able 

to enter.  Note that if this field is empty, not access code will be required by the members (the 

majority of clubs do not use an access code.  Also note that the access code is case sensitive. 

Confirm Agreement 

If this field is not empty, a popup dialog will appear when a member clicks on the “Finalise Entry” 

button.  (Most clubs do not use this facility.)  

Click on the “Create” button to create the new event. 

Once the event is created the system will take you back to the list of events.  You will see your newly 

created event in the list. 

 

Click on the “Go to Detail” for the next steps. 

Note that the event will not be visible to the members at this stage. 

 

This is done to give you the time to first check and amend the category definitions before you make 

if visible to the members. 

Step 4: Modify Categories 
Click on the “Change Event Details” link.  The event detail screen used to create the event in the 

previous step will be presented, but an extra link at the top of the screen will take you to the list of 

event categories. 

 

Click on this link to modify the event categories. 
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From this screen you can add categories, remove categories or modify an existing category.  VPS 

likes to specify a definition for the current month’s set subject, so we will click on the “Edit” link in 

the row of the set subject. 

In the case of VPS, the template does not specify what the set subject is (it changes every month) so 

we will need to supply detail in the “Category Name” and “Description” fields.  We are not going to 

change any of the other detail, so once we’ve specified the set subject of the month and typed a 

definition in the description field, we will just click on the “Save” button. 

Portfolio Entry 

The portfolio entry is used to display a portfolio of photos of one member before looking at the 

portfolio of another member.  Current no clubs use this functionality.  

Filename Temple 

The file name temple is only used when “Portfolio Entry” is set to “Yes” 

Click on Save to go back to the list of categories. 

Most of the time no additional changes is necessary as the template creates the categories based n 

the standard club layout. 
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Click on the “Back to Event Detail” link and, after double checking the dates, click on the “Back to 

Event Admin” link to go back. 

Step 5: Make event visible 
Once you are sure all the information is correct, you may click on the “Make this Event Visible” link. 

 

The club member will not see the event and be able to enter.  Hint.  I normally go in and try to assign 

a photo to check that everything looks and behaves as expected. 

Club Events Functionality change 
Several clubs requested to add functionality to PhotovaultOnline to allow more than one event of 

the same type to be available to their members.  The most logical reason for this is to make two or 

more months into the future visible to allow users to enter their photos before they go on holiday. 

When a member selects “Club Entries” from the “My Entries” menu option, he/she must first select 

the club (not the event like in the past). 

 

Once the club is selected, a list of available events for that club will be visible to the member.  The 

list is present with the event that closes the earliest at the top. 



7 Self Service Photovaultonline Event Setup 

 

 

The rest of the system will behave as usual. 

 


