
EVENTS PORTAL

Open the site as indicated below:
https://westerncape.collaboratoronline.com



Type in Events Company in the white block

Click on the action 
button & select 

Register Application 
to Host an Event
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Once all field are completed in all 
tabs (a-j) and no red (mandatory) 

fields highlighted (per note in red). 
Click on SUBMIT on bottom of the 

page.
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Complete the fields on the form. 
Select all the tabs for info to be 

completed as well. 
If a field is not applicable to your 

event, type n/a.
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1. Click on your Event Company, it will be highlight in blue.
2. Event applications linked to the Event Company will 
display in “Event Application” Section.
3. Select Applicable Event, it will also be highlighted in 
blue once you click on the event name eg. Pool Party Event

Please Note, the blank columns will only display 
information once you’ve captured the Event information.



EVENTS SUPPORTING DOCUMENTS
7

Click on the action button next to your event.
Outstanding Supporting Documents will appear 

below for you to upload. Click on the Action button 
(…) next to the relevant document you want to 

upload and select Add Document
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UPLOAD SUPPORTING DOCUMENTS
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Click on Browse, 
select the document 
you want to attach 
from your library, 
click Submit. 



If you want to add multiple 
documents click on the yellow folder 
click browse, select from your library, 

click upload and submit
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Once all the outstanding 
documentation has been 

uploaded it will appear on the 
righthand side of the screen 

with a yellow folder.

Click on the action button (…) 
next to your event. Select 

Submit the Application
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SUMBIT THE APPLICATION
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EDIT EVENT APPLICATION

Click on the Event 
application Name 
you want to Edit.
Click on the 
action button (…) 
& select
Edit Application 
to Host an Event.



DELETE EVENT APPLICATION

Click on the Event 
application Name 
you want to Delete.
Click on the 
action button (…) 
& select
Delete Event
Application.



DELETE EVENT APPLICATION

Tick the Deleted
box and Submit.


	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13

