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Overview 

About this Guide 

This guide provides a detailed overview on completing all sections on the Event Details page while also 

highlighting how the editing process is affected based on what cycle of the approval lifecycle the event is 

on. 

Who Should Use this Guide 

This guide aims to assist all users who enjoy system permissions to manage event details in Strong 

Bonds ANG: 

• Wing PM 

• ANG SBPM 

• ANG P&P Div Chief 

How this Guide Can Help 

This guide provides step-by-step instructions on how to: 

• Create single or multiple events. 

• Submit events for the various stages of approval. 

• Update the event’s information. 

• Re-submit events for approval if they have been rejected at first.  
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Searching for Events 

The Event Management page allows the Wing PM, ANG SBPM and the ANG P&P Div Chief to search for 

events based on a set of criteria. 

 To search for events: 

1. After logging in as a Wing PM, click Event Management in the Strong Bonds ANG menu bar. 

 

2. In the left sidebar, refine your event search as follows: 

Field Name Action/Input 

Search by Event ID Enter the ID number of the event you are searching for. 

Event Status Select the checkbox next to the Pending AAR status. 

Quarter Select this radio button if you want to search for events based on 

annual quarters. Selecting this radio button, will prompt you to 

complete the Fiscal Year and Quarter fields. 

Start Date Range Select this radio button if you want to search for events based on a 

date range. Selecting this radio button, will prompt you to select 

the From and To dates. 

Fiscal Quarter Select a fiscal year from the drop-down. 

Quarter Use the checkboxes to select fiscal quarter(s). 

Event Category Select the checkboxes next to the categories. 

Wing or Command Click Select Wing/Command to enter a wing or command. 

State/Region Select a state from the State drop-down. 

Country Select a country from the Country drop-down. 

Note that selecting a country other than USA will change the State 

field into Region field. The Region field will be autocompleted as 

AE: Army Forces Europe, AP: Army Forces Pacific, and AA: Army 

Forces Americans based on the country you select. 
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3. Click Apply Filters. 

 

All events that match your criteria will now be featured on the main section of the Event 

Management page. 
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Managing Event Details 

Once the event has an Approved status, the Wing PM can begin adding more information to the event 

pertaining to various aspects of the event management process i.e. registration, attendance, surveying 

attendees, event delegation, and after action reports. However, the extent to which the event details 

can be updated depends on its status. 

Updating the Event Details 

 To update the event details: 

1. After logging in as a Wing PM, click Event Management in the Strong Bonds ANG menu bar. 

2. Search for Approved events, as shown in the Searching for Events section of this guide. 

3. Click the Menu icon in the last column and select Event Details in the drop-down. 

 

You will be navigated to the Event Details page. 
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4. Click Manage Event in the top-right corner and select Edit Event in the drop-down. 

 

You can now begin updating the event details. 

Notes: 

• The progress bar featured at the top of the Event Details page displays which stage of the event 

lifecycle the event is currently on. 

• Wing PM can only update event details for events they have submitted and/or are delegated to 

the event. For more information on event delegation, see the Event Delegation section of this 

guide. 

Overview 

The Overview section is automatically completed the moment the event is first created and cannot be 

updated. The information listed in this section pertains to the date the title of the event, the date the 

event is taking place, the state the event is taking place in, the event’s ID, the wing the event is affiliated 

with, the program category it belongs to, the fiscal quarter, and whether childcare is provided. 
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Event Information 

 To update the Event Information section: 

1. Repeat steps 1-4 in the Updating the Event Details section of this guide. 

2. Click Event Information in the left sidebar of the Event Details page. 

 

3. Update the following information as shown below (all mandatory fields will be marked with an 

asterisk): 

Field Name Action/Input 

Event Title Update the name of the event. 

Event Category* Select the appropriate program category. 

Event Type* Select the appropriate event type. 

Note that if you change an event category, you will be required to 

select an event type pertaining to that category. 

Wing* Click the Edit icon to update the wing. 

Start Date* Select the event start date using the calendar tool. 

End Time Select the event end date using the calendar tool. 

Registration 

Deadline 

Select deadline date using the calendar tool. 

Priority Enter a value here to update this event’s priority. 

Dress Code* Use the drop-down to select the event dress code. 

Description Enter a description of the event (this will be visible to the public on 

the event registration page). 
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Notes: 

• Once the event has a Published status, the following fields will be locked: Event Category 

and Wing. 

• Your list of curriculums will depend on the program category that you selected in the Event 

Information section 

Venue 

 To update the Venue section: 

1. Repeat steps 1-4 in the Updating the Event Details section of this guide. 

2. Click Venue in the left sidebar of the Event Details page. 
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3. Update the following information as shown below: 

Field Name Action/Input 

Venue Name Enter the event venue name. 

Address Enter the event address. 

City Enter the event city. 

State Select the event state from the drop-down. 

Zip Code Enter the event zip code. 

Country Select the event country from the drop-down. 

Note that selecting a country other than USA will change the State field 

into Region field. The Region field will be autocompleted as AE: Army 

Forces Europe, AP: Army Forces Pacific, and AA: Army Forces Americans 

based on the country you select. 

Childcare 

Provided 

Toggle the switch to Yes or No, as applicable. 

If you toggle switch to Yes, you will be prompted to enter the number of 

childcare workers as well. 

Number of 

Childcare 

Workers 

Enter the number of childcare workers. 

Note: 

Once the event has a Published status, the following fields will be locked: 

• State 

• Country 

• Childcare Provided 
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Point of Contact (POC) 

 To update the Point of Contact section: 

1. Repeat steps 1-4 in the Updating the Event Details section of this guide. 

2. Click Point of Contact (POC) in the left sidebar of the Event Details page. 

 

3. Update the following information as shown below (all mandatory fields will be marked with an 

asterisk): 

Field Name Action/Input 

POC Title* Select the POC’s rank from the drop-down. 

First Name* Enter the first name of the POC. 

Last Name* Enter the last name of the POC. 

Contact Email* Enter the POC’s email address. 

Phone Number Enter the POC’s phone number. 
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Curriculum 

 To update the Curriculum section: 

1. Repeat steps 1-4 in the Updating the Event Details section of this guide. 

2. Click Curriculum in the left sidebar of the Event Details page. 

 

3. Select the checkbox next to the curriculum you wish to use. 

Note that your list of curriculums will depend on the program category that you selected in the 

Event Information section. 

4. Click the Instructor drop-down and select the instructor you wish to each this event’s 

curriculum. 

Notes: 

• All instructors that appear in the Instructor drop-down list are a) assigned to the event based on 

their wing affiliation, b) teach the selected curriculum, and c) are activate instructors. 

• Instructors who have been deactivated or assigned to a different curriculum will still appear as 

the curriculum instructor until they are manually changed by you i.e. the event creators or event 

delegates. 

• A warning message will appear informing you that the current instructor has been deactivated. 

You can continue updating the Event Details page without needing to select a different 

instructor. 

• For more information on the adding and managing instructors, see the Managing Instructors in 

Strong Bonds ANG Quick Start Guide. 
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Admin Setup 

 To update the Admin Setup section: 

1. Repeat steps 1-4 in the Updating the Event Details section of this guide. 

2. Click Admin Setup in the left sidebar of the Event Details page. 

 

3. Use the Yes/No toggle button to make an event private. Private events will not appear on the 

Event Management page. 

 

4. Enter/update a note pertaining to this event in the Admin Notes section that appears in the 

main window. 

Note: 

Admin Notes are visible only to logged in users with permission to view Event Details page.  
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Projected Budget 

 To update the Projected Budget section: 

1. Repeat steps 1-4 in the Updating the Event Details section of this guide. 

2. Click Projected Budget in the left sidebar of the Event Details page. 

 

3. Update the following information as shown below: 

Field Name Action/Input 

Estimated 

Participants 

Use the + or – keys to select a number of participants. 

Auto Calculated 

Projected Budget 

This field will automatically be calculated based on the value you 

enter in the Estimated Participants field. 

Budget Assessments Enter a positive or negative value to make any adjustments to the 

projected budget 

New Projected 

Budget 

This field will automatically be calculated based on the value you 

enter in both the Estimated Participants field and Budget Adjustment 

field. 

Note: 

The New Projected Budget field cannot have a negative value.  
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Registration 

Once the event has an Approved status, attendees can begin registering for the event. You can also add 

attendees yourself, manage registration statuses for single and multiple attendees, and generate a 

report on all the data has been gathered. For more information on the registration tool, see the 

Managing Event Registration in Strong Bonds ANG User Guide. 

Attendance 

Once the event has an Approved status, attendees can begin attendance for the event. You can also add 

attendees yourself, manage registration statuses for single and multiple attendees, and generate a 

report on all the data has been gathered. For more information on the registration tool, see the 

Managing Event Registration in Strong Bonds ANG User Guide. 

Survey Report 

Once the event has an Approved status Strong Bonds allows you to generate a survey report comprised 

of Pre-event and Post-event Survey questions. To learn more about generating event reports, see the 

Strong Bonds Generating Survey Reports in Strong Bonds ANG Quick Start Guide. 

AAR 

Once the event has a Pending AAR status, the Wing PM will need to submit the After Action Report 

(AAR). To learn more about submitting the AAR, see the Submitting the After Action Report in Strong 

Bonds ANG User Guide. 
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Event Delegation 

Strong Bonds ANG provides you the ability to select delegates to assist you in managing the Event 

Details page. Users can be selected as delegates at any status. 

Assigning Delegates to a Single Event 

 To assign delegates to a single event: 

1. Repeat steps 1-4 in the Updating the Event Details section of this guide. 

2. Click Event Delegation in the left sidebar of the Event Details page. 

 

3. Click the Add Users button. 
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4. In the Add Users to Event(s) window: 

Field Name Action/Input 

Search by Name or Email Enter the name or email of the user. 

Wing or Command Click Wing/Command to select the wing or command. 

State Select the checkbox(es) next to the state(s). 

Country Select the country from the drop-down. 

User Role Select the checkbox(es) next to the user’s role(s). 

5. Click Search to view the list of all users who match your criteria. 

6. Select the checkbox(es) next to the users you would like to add as delegates. 

 

7. Click Modify Search to update your criteria. 

8. Click Add X Users to finalize your selection. 
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The new delegates will now be featured in the main section of the Event Delegation page. 

9. To remove a delegated user, click the Menu icon in the last column and select Delete User in the 

drop-down. 

 

10. Click Remove User in the pop-up notification that appears. 

 

Notes: 

• When an event attains a Pending Review status, all Wing PM users at or above the hosting 

wing’s chain of command will be added to the delegate list. 

• You can assign any user role as a delegate. 

• Newly assigned delegates will have the same privileges as the Event Creator. 

• Newly assigned delegates will not be able to assign a new Event Owner nor will they be able to 

delete the Event Owner, the Event Creator, or themselves. 

• If a delegate’s role permissions are greater than the Event Creator’s event level permissions, 

then the delegate’s permissions will override the Event Creator. 

• You can assign delegates to multiple events at a time. To learn how to do this, see the Creating 

Bulk Events in Strong Bonds ANG User Guide. 
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Assigning an Event Owner to a Single Event 

The current event owner, the event creator and the ANG P&P Div Chief have the ability to assign an 

already delegated user as the event owner. 

 To assign another event owner to a single event: 

1. Navigate to the Event Delegation page as shown in the previous section. 

2. Click Make Owner in the second-last column next to the user you select to be the new owner. 

 

3. Click Make Owner in the pop-up notification that appears to finalize your selection. 

 

Notes: 

• An event can only have one Event Owner at any time. 

• Only the current Event Owner, Event Creator, and DACH can assign a new Event Owner. 

• Users cannot remove Event Owner, Event Creator or their own delegation. 

• Logistics Contractors cannot be assigned as an Event Owner. 

• An email is sent out to Event Delegates containing a list of events for which new attendees have 

registered. The list only contains those events for which they have been assigned as delegates. 

• Such an email will also be sent out if an attendee’s registration status has been modified. 
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Publishing an Event 

Once you entered all the necessary information in the Event Details page, you can publish the event. 

Once published, depending on whether it’s a public event or not, the event will be featured publicly, and 

attendees will be able to register for the event. Private events will not be featured publicly and only the 

event manager/delegates will be able to register attendees. 

 To publish an event: 

1. Search for Approved events, as shown in the Searching for Events section of this guide. 

2. Click Publish in the second-last column next to the event you would like to publish. 

 

3. Alternatively, click the Menu icon in the last column and select Event Details in the drop-down. 

 

Regardless of the method, you will be navigated to the Event Details page. 

4. Click Manage Event in the top-right corner and select Publish Event in the drop-down. 
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5. Click Publish Now in the pop-up notification to unpublish this event. 

 

The event will now have a Published status. 

Notes: 

• You can only publish one event at a time. 

• You can still edit a published event. However, some of the fields that were available for editing 

when the event had an Approved status may now be locked. 

• Once an event is published a URL will be generated for the Public Event Summary page and the 

Public registration page. 

 

• The Public Event Summary Page URL can be shared with public users to provide them with 

information for the event. This is especially the case if your event is a private event in which 

case it will not appear on the Event Management page for public users (or any user who is not 

the event owner/creator/delegate). 

• The Public Registration Page URL can be shared with public users to allow them to register for 

the event. This is especially the case if your event is a private event in which case it will not 

appear on the Event Management page for public users (or any user who is not the event 

owner/creator/delegate). 
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Unpublishing an Event 

An event that has been published can also be unpublished if you wish to make more changes to the 

event or if you wish to make changes to fields/sections that have been locked. Unpublished events will 

revert to an Approved status. 

 To unpublish an event: 

1. After logging in as a Wing PM, click Event Management in the Strong Bonds ANG menu bar. 

2. Search for Published events, as shown in the Searching for Events section of this guide. 

3. Click the Menu icon in the last column and select Event Details in the drop-down. 

 

You will be navigated to the Event Details page. 
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4. Click Manage Event in the top-right corner and select Unpublish Event in the drop-down. 

 

5. Click Unpublish Event in the pop-up notification to unpublish this event. 

 

The event will now revert to an Approved status. 

6. To re-publish the event, repeat the steps in Publishing an Event section of this guide. 
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Next Steps 

Congratulations! You have completed the Strong Bonds Managing Event Details in Strong Bonds ANG 

User Guide. For more information, please visit the Strong Bonds ANG Learning Center. 

 

Contact Us 

Your feedback is important to us. If you have any questions or comments related to this guide, please 

contact the Strong Bonds Helpdesk available at via email at feedback@ANGStrongBonds.org or via 

telephone at 1-888-577-8003. 

  

mailto:feedback@ANGStrongBonds.org
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