
 

 

Request or Transfer Administrator/Event Director Access 
 

Please follow the steps below to grant administrative access to a Registration 
Center listing or Active Giving campaign.  

 
NOTE: The person making the request must be listed as an Administrator/Event 
Director for the event the new Administrator/Event Director will be added to. If 

this is not possible please contact Client Support to be connected with an 
Account Manager.  

 

1. Submit the request to Client Support at one of the following:  
a. ClientSupport@ActiveNetwork.com   

b. 888.620.8717 Option 2  
2. When making the request please provide the new user’s email address and 

the Event Name(s)/Listing ID(s) they need to be added to.  
 
NOTE: The new Administrator/Event Director must have an Active.com login. 

(See instructions below)  
 

3. Please specify if the new user should be a Full Administrator or a Junior 

Administrator.  
a. A Junior Administrator can be restricted to limited aspects of your event 

(e.g. viewing reports) while a Full Administrator has multiple aspects 

that can be viewed for the event.  
4. Please specify what permissions the new Administrator/Event Director should 
have:  

a. Full Administrator Permissions  
i. Offline (Allows the user to enter offline registrations)  

ii. Print Waivers (Allows the user to print signed registration 
waivers)  

iii. Change Data Non-Monetary (Allows the user to make non-
monetary edits to registration information)  

iv. Results Import Admin (Allows the user to import results to the 
event)  

v. Download Coupons (Allows the user to include the coupon field 
in custom reports)  

b. Junior Administrator Permissions (Allows the user to view/edit 

information in each area listed)  
i. Administration  

his is not the same as a coupon 

code)  
ii. General Listing Information  
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iii. Customization  

 

 

 
iv. Organization Information  

 

 

v. Registration Categories  
 

-order Categories  
vi. Category  

 

 
vii. Registration Reports  

 

 

 

 

 

 

mary Download  

 

viii. Registration Tools  
 

 

 

 

 

 

ix. Results  
 

 
 

NOTE: If the current Administrator/Event Director should be removed from the 

events, please specify this when submitting the request. 

 
 

 
 
 

 



 

 

 
Setting up an Active.com login  
Navigate to www.active.com/explorer   
 

1. Select Create Account  

   
2. Complete the form and click Agree & Continue  

            
 

http://www.active.com/explorer


 

 

 


