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Event Teams Files 5-2-25


Create event in 4H Online (event is not activated yet)


Create the 4H Online Pre-Event Excel Budget filling out Estimated details.


Send completed event budget to 4HOnline Manager to review event.


Event details & Lightspeed product details are emailed to event host.


Event Host activates 4H Online event.


4H Online credit card features are enabled by 4HOnline Manager.


Products for Cash/Check are created in Lightspeed by the Vend Manager.


Event Host reviews/approves the event registrations submitted in 4H Online.


After registration is approved - those paying by credit card are automatically charged and moved to "paid" status.



After registrant is approved - those paying by cash or check (non-electronic) are moved to "payment due" status.  This means payment will route through Lighspeed.


When cash/check is received, there are additional steps- 
1. Reveiw payment due in the 4H event registration  
2. Record payment in Lightspeed
3. Mark registration "paid" in 4H Online - MUST add notes of cash or check #.


Repeat approving registrations and recording payment steps until all registrants are approved, payments have been received and are recorded in both 4H Online & Lightspeed. 


Event Takes Place


To begin closing your event, all payments must be recorded before the event is Closed in 4H Online.  There should be NO PAYMENTS DUE.


Event host should be actively reviewing registrations and resolving instances where they are incomplete or unpaid.


Change event status to CLOSED in 4H Online.


Complete 4H Online POST Event Excel Budget - filing out the Actual details. 
Submit POST budget to 4HOnline Manager.


Cash & checks receipted in Lightspeed have automatically been routed to event account #.


Send a request to msue.vend@msu.edu to have your Lightspeed products disabled.


After all POST Event requirements are completed, a DI (Distribution of creditc card Income & Expense) will be processed in KFS - moving the income & expenses to accounts identified on the budget.


4HO Manager reviews budget and runs credit card income report for closing (4H online).  


If you were expecting amounts other than what matches the distributions, it is your responsibility to resolve. 
You could review: Operating Statements - Lightspeed reports - 4H Online credit card report


You will receive an email with the (credit card) edoc #  and your event budget worksheet for your records.,


Actual income equals the cash/checks in Lightspeed & credit card payments (less processing fees)- regardless of what is submitted in post budget.


IMPORTANT NOTE:  
NO event cerdit card income will be transfered until ALL closing steps are compelted by the event host!


