
INSTRUCTION  
MANUAL        3
Create Production



1. Click on NEW PRODUCTION at the bottom 
right hand side of your homepage. 

When you click on it, you will get two options: 
Event and Sports. 

2. Select THE APPROPRIATE CATEGORY.
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Fill in the information about your project.  

The boxes marked with an asterisk (*) are 
mandatory; the others are optional.  

You can return to this page at any time to change 
the project information. 

3. Fill in the TITLE of the event. 

4. Choose between PRODUCTION or BUDGET. 

5. Fill in the DEPARTMENT if relevant. 

6. Select the START DATE for the project: the 
date when you started working on the project. 

7. The END DATE is optional; you can return to 
this page and fill it in later if desired. 

8. Choose which COUNTRY you will carry out 
the project in. If you choose only Norway, you 
must also select a MUNICIPALITY. 

Note: You can select multiple countries if, for 
example, you are carrying out parts of the event 
elsewhere. 

9. Select the of ORGANISATION TYPE. 

10. Fill in the CONTACT INFORMATION 

11. Enter the number of RACES. 

12. Select what DISCIPLINE it is. 

13. The BUDGET and CURRENCY are optional. 

14. The number of SPECTATORS, and 
ACCREDITATIONS are optional.  

16. Click on SAVE AND PROCEED. 
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Fill in the information about your project.  

The boxes marked with an asterisk (*) are 
mandatory; the others are optional.  

You can return to this page at any time to change 
the project information. 

3. Fill in the TITLE of the event. 

4. Choose between PRODUCTION or BUDGET. 

5. Fill in the DEPARTMENT if relevant. 

6. Select the START DATE for the project: the 
date when you started working on the project. 

7. The END DATE is optional; you can return to 
this page and fill it in later if desired. 

8. Choose which COUNTRY you will carry out 
the project in. If you choose only Norway, you 
must also select a MUNICIPALITY. 

Note: You can select multiple countries if, for 
example, you are carrying out parts of the event 
elsewhere. 

9. Select the of EVENT TYPE. 

10. Select the of VENUE TYPE. 

11. The BUDGET and CURRENCY are optional. 

12. Fill in the number of PARTICIPANTS,  

and GUESTS. 

13. Click on SAVE AND PROCEED. 
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You have now created a project. 

12. Click on the THREE DOTS in the top right 
corner to view the menu for your project. 

13. Click on EDIT PRODUCTION to return to the 
information page where you can edit, remove, or 
add information. 

14. Click on MANAGE USERS to add or remove 
users from this project. 

15. Click on COPY to create a duplicate of the 
project. 

16. Click on SHARE PRODUCTION to share the 
project with selected organizations. 

17. Click on IMPORT FROM TEMPLATE to 
download one or more templates.  

(Please see the separate guide on templates) 

18. Click on CREATE A TEMPLATE FROM 
PRODUCTION to create a template from this 
production. 

(Please see the separate guide on templates) 

19. Click on ARCHIVE PRODUCTION to 
complete the production. 
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