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INVITING

ATTENDEES TO AN
AUTO-SCHEDULED
EVENT

This guide will cover the process of inviting an attendee to participate in an auto-scheduled event
created in your RIVS account.

_ From the event, click the Invite Attendees
HR Manager Fixed Event y \ ) ) .
EEEEE tab to invite attendees to select a time for
Jul 30 - Aug 52017 >
- the event.

Type the information of the attendee you’'d
like to invite in the candidate rows. Click
Add Candidate Row to add new fields. You
can also upload with a CSV file to bulk upload
attendees. Click Send Invites.

*Alternatively, you can send out invitations manually by copying
the provided link at the bottom of the page and sending the link to
attendees.
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Review and/or edit the email invitation and
click Send Email.
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