
 

Cvent Tip of the Week:  Week of July 6 
Flex Version of Cvent, Creating Sessions 
 
Please note Cvent Tip of the Week will be moving to the Community! 
Starting the Week of July 13th, Cvent Tip of the Week can be found in 
the Cvent Corner under Leadership Connection in the Community 
section of the hfma website.  

 

 
A session is a presentation, discussion, or activity. An included session is automatically included 
with every registration. An optional session must be selected during registration. In addition, 
optional sessions can have a different capacity and fee than the event itself. 
 
Creating an Included Session 
 
1 Access the Session Details page. Begin by selecting your event. Hover over Event 
Details and, under Agenda Items, click Sessions. Click Create Session. 
 
2 Enter the session details. Name the session. The Code field differentiates sessions 
used in data tags, and can also be used to filter your reports by session. Enter a unique 
name into the Code field, if necessary. Set the date and time. To add a location, click the 
ellipsis. Select an existing location or click Create Location to add a new one. Enter a 
name and code, then click Create & Select. 
 
 

 
 
 
 
NOTE: Use the [SS-LOCATION] data tag to display a session's location on the site 
and [C-MY AGENDA] to add it to an email. 
 
Describe the session in the provided textbox. 
 
  NOTE: To see included sessions during registration, an invitee will have to click "View 
Sessions" under an admission item. 
 
Under the Availability section, switch Type to Included. 
 
Scroll to the Display Options section and determine if the session and time will display 
for registrants on the Agenda page and widget. 
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To Become Part of the 
Distribution List for Cvent 
Tips of the Week: 

 

In the Chapter Relations Center, 
under Chapter Resources, Cvent, 
there is a sign up form to be 
added to our distribution list.  

About Us 

The Chapter Relations Team is 
always here for Chapter 
Assistance. If you ever have 
any questions or concerns 
please reach us at 
chapter@hfma.org 

Join our Social Media Pages. 

Search for us based on the 

information below and join, 

follow or like! 

 

Instagram: hfmadreamteam 
 
LinkedIn: Chapter Relations Team 
 
Twitter: @hfmadreamteam 

Leadership Connection 
Community – A new, one-stop 
destination for HFMA chapter 
news is here! Check out the 
Leadership Connection 
community group by logging 
into your HFMA account online 
and navigating to Community; 
this group will be listed under 
My Groups. We’ve already been 
at work in the Leadership 
Connection group, posting 
discussions and files to the 
Library, so get engaged and 
check it out! 
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3 Assign a speaker, if necessary. Let your invitees know who's presenting by scrolling 
down and clicking Assign Speaker.... A pop-up will appear. Click Select next to the 
speaker's name, or add a new speaker by clicking Create Speaker at the bottom, 
entering their name and details, and clicking Create and Select.  
 

 
 

To choose a speaker category, click the ellipsis (...) and select one. 
 
Click Finish. 
   
NOTE: To ensure your session's speaker appears during Classic registration, switch 
"Display speaker information" to Yes in Website & Registration > Registration > 
Registration Settings > Item Selection. To ensure they appear in Flex 
registration, reference "Adding Speakers to a Flex Website." 

 
 
Creating an Optional Session 
 
1 Access the Session Details page. Begin by selecting your event. Hover over Event 
Details and, under Agenda Items, click Sessions. Click Create Session. 
 
2 Enter the session details. Name the session. The Code field differentiates sessions 
used in data tags, and can also be used to filter your reports by session. Enter a unique 
name into the Code field, if necessary. Set the date and time. To add a location, click the 
ellipsis. Select an existing location or click Create Location to add a new one. Enter a 
name and code, then click Create & Select. 
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Describe the session in the provided textbox. 
 
Under the Availability section, ensure Optional is selected. If this session should only be 
available to specific registration types, switch "Limit which registration types can select 
this session" to Yes. Check the boxes next to the registration types. 
   

NOTE: Not seeing the one you want? You'll need to associate the registration types 
to your event first. 

 

 
 

3 Set a close date and capacity. Scroll to the Status & Capacity section. Ensure Yes is 

selected next to "Open for registration." Before entering anything in the "Automatically 
closes on" field, make sure you actually want to prevent people from registering for this 
session at the start of the specified date (i.e. 12:00 am). If left blank, the session will 
close with the event. 
 
Establish a capacity to keep your headcount under control. Once the entered number is 
reached, no one else will be able to register for this session. 
   

NOTE: Want to display the remaining capacity to your invitees? Follow these steps. 

 
Scroll to the Display Options section and determine if the session and time will display 
for registrants on the Agenda page. 
 
4 Assign a speaker, if necessary. Let your invitees know who's presenting by scrolling 
down and clicking Assign Speaker.... A pop-up will appear. Click Select next to the 
speaker's name, or add a new speaker by clicking Create Speaker at the bottom, 
entering their name and details, and clicking Create and Select. 
 
To choose a speaker category, click the ellipsis (...) and select one. 
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Click Finish. 
 
NOTE: To ensure your session's speaker appears during registration, switch "Display 
speaker information" to Yes in Website & Registration > Registration > Registration 
Settings > Item Selection. To ensure they appear in Flex registration, reference 
"Adding Speakers to a Flex Website." 

 
5 Give it a price. If this group item is free, congratulations! You're done. If not, you still 
need to add a fee. This can be done on the Fees page (Event Details > Pricing > Fees) 
or by clicking the Fees tab in the recently added item. 
 
6 Sort your sessions, if necessary. Optional sessions will display during registration 
based on their start time, and then in alphabetical order. To reorder sessions that start at 
the same time, you'll need to set their priority. To reorder all of your sessions based 
on topics, you'll need to set up and associate sessions to a category. 
 
 
 
 
 
 
 
 
 
 
 
Tip of the Week. If you have any questions regarding Cvent please reach out to Erica Roccario-
Thorpe, Project Management Administrator, at ethorpe@hfma.org. 
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