360 Adventure Collective
Caspio — Adding Intro + Brand Show Attendance

Intro Reps and Brands can have show attendance added into Caspio to ensure they are included in show
reporting. Follow the steps below:

1. Navigate to the contact’s profile in Caspio using the search function on the Contact Tab.

2. If they are participating as an Intro Rep, select the “Intro Rep” box. Add the show details they
are attending as an Intro Rep in “Intro Rep Notes” and any other relevant details about their
attendance.

3. Ensure that their Product Lines are accurate and what you want to be shown on show reporting.
*Please note - this is not required for most Brand Contacts, but if they are attending a show as a
Brand, it’s required.

4. Select the “Show Attendance” tab.

Select “Add Show” and include all the same details you would for a Member.
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*Please note, Brand Attendance is attached to the attending Brand Contact NOT the Brand itself.


https://360adventurecollective.org/360acdb-n/

