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UW MEDICINE ADVANCEMENT 

Post event coding helps us track who attended our events. Ideally post event coding happens within a week or so of the event day.
 
1. Start with the RSVP tracker and make sure that all of your no-shows and walk-ins are noted after the event.  (If not the RSVP tracker then your Cvent registration list or Access report.)
 
1. Make an Excel file or a new sheet in your existing RSVP tracker and call it Post Event Coding. I usually save this in the RSVP folder in the event file. 
 
1. Make sure spouse AID's are moved over to the AID column. 
 
1. Also be sure to include the ID's for staff, hosts and speakers who participated in the event. 
 
1. Make a new column to the right of the ID column called "code" or "coding". 
 
1. Mark those who attended the event with "P" in the Code column. Those who were invited but never responded OR were invited but declined, are marked with and "I". Those who said they were going to attend but either cancelled or didn't show up get marked with "RY". 
 
1. You can find an example of a donor home event post event coding file here:\\dom\files\groups\DEVELOP\Events\FY16 Events\2.16\Nordstrom IHME\RSVP Tracker\Nordstrom IHME Post Event Coding 2016-0224.xlsx
 
E-mail this file to Steve at campst@uw.edu.  
 
Here is an example of an e-mail to Steve: 
Hi Steve,

Please find attached the post event coding for UW School of Medicine Alumni, Afternoon at the Mariners, which took place on June 26, 2016. 

Let me know if you have any questions. 

Best,
Erin

Steve will then put this data into Advance and give it an activity code. 

 
One can then pull the invite list from a particular event, which can help with forming a guest list for future events. You can also look at this under the Activities tab in Advance:
[image: C:\Users\bhend11\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\66CD229B.tmp]


[image: ]
[image: ]Box 358045, Seattle, WA 98195-8045  /  206.543.5686  /  writemed@uw.edu  /  AccelerateMed.org

image1.png




image2.png
S Actions  Help @

Activity
UWM-Dean's Circle Event 2016
UWM-Inside Admissions Event March 2016
UWM-Scholarship Event April 2016
UWM-All-School Reunion June 2016
UWM-Toast to the UWM Event 2016

Spouse start
Oagending ~ May 11,206 | =
Dlattending ~ Mar 21, 2016
Olattending ~ 4pr 21, 2016
Dagtending ~ 3un 03, 2016

3un 03, 2016

Activity ‘CBE-2010 Const. Mgt. Hall of Fame - College of Built Environments (ARC)
Participation _ Attended

Event Date Ospouse attending

Data Src

Comment




image4.png




image3.png




