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MU Extension 
Website View
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Event details are entered into myExtension
Does participant need to register?

YES

Promotion only
Event information is published to the 
MU Extension website and removed

at conclusion of the event.

If outside organization 
is handling registration, 
include information in 
the event description.

Registration is created in Cvent

Event is published and registration opened

Online registrations with
credit card payments

• 3% credit card fee and, if 
applicable, campus
program area share 
deducted.

• Refunds based on event 
cancellation policy and 
processed by the same 
method of original payment.

Registrations taken
at local office and

recorded on Offline
Registration Roster

NO

• Registration fees received 
at office/event, deposited to 
local/unit accounts.

• Refunds based on event 
cancellation policy and 
processed by the same 
method of original payment.

Final reporting and fiscal processing
1. Organizer returns Offline Registration Roster 5 days after event ends.
2. Cvent updated with full participant list for MU Extension records.
3. Campus program area share charged to event MoCode.
4. Organizer sent final event fiscal report 
5. Organizer completes reporting in MyExtension. 

Access given  
to online 

registration 
reports

Monthly fiscal  
reporting

Event ends

MU Extension Event Lifecycle

Post event, organizer enters any attendance 
and demographic data into myExtension.

Do not post through 
Cvent.  Enter into 
MyExtension only.

Promotion Only 

Is this event through 
a MOU or for a closed 

group?

Event information is published; no registration 

NO

YES
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Extension Way
https://muextensionway.missouri.edu/

Resources and training for employees

Event Submission
https://muextensionway.missouri.edu/te
ch-services/event-management/event-
management-process-overview

PPT and video on event submission in 
MyExtension

https://muextensionway.missouri.edu/
https://muextensionway.missouri.edu/tech-services/event-management/event-management-process-overview
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MyExtension 
https://extensionapps.missouri.edu/MyExtension/

https://extensionapps.missouri.edu/MyExtension/
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Event Creation — myExtension

Information entered in the Event details will 
auto-populate to the Submit to Cvent tab. 

Note:  If there are edits, return to the previous 
tabs to correct.

https://extensionapps.missouri.edu/myextension/

https://extensionapps.missouri.edu/myextension/


Events With Fees — Submit to Cvent Tab
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With the selection of a county, the MoCode and fiscal address will auto 
populate.  Campus units will need to provide a revenue MoCode and fiscal 

contact before submission. Registration fees processed in Cvent will be 
deposited into this Mocode.  Fiscal contact will receive notification of new 

project and MoCode inputted.

If registration is required to attend the event (for fee or free), online registration will be provided. 

If an outside organization is handling registration, organizer enters participant data in myExtension after event.
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Submission Confirmation

When successfully submitted in 
MyExtension, summary is emailed 
to team leader and fiscal contact. 
Event data sent to Conference 
Office for development in Cvent. 

MUCO posts event within five 
business days (dependent on 
complexity and thoroughness of 
information received).
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Notification: Event Posted / Registration Launched
Team Leader will receive notification of event 
being posted and URL; along with reporting 
access instructions. 
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• Online registrant and fee data can be easily retrieved, whenever you 
need to view the information from online portal. 

• All reports open in Excel for easy saving and sharing with event team.

Reporting Access

Individual participant information per event is only accessible to organizer. Participant data will not be sold 
or shared with third-party service providers. https://extension2.missouri.edu/privacy-policy-cookie-restriction-mode/

https://extension.missouri.edu/media/wysiwyg/Extensiondata/ExtensionWay/Docs/muco-RegReportAccessInstructions.pdf
https://extension2.missouri.edu/privacy-policy-cookie-restriction-mode/
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Accepting Registrations Online With Credit Card

Customer registers online with 
credit card payment

3% credit card 
processing fee  

deducted

Campus program 
share deducted 

Balance deposited 
to MoCode

Customer receives confirmation 
and receipt via email 
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Registrations at Local Office or Event
Customer registers at local office or 

on-site at event

Local office records participant 
information, amount paid, demographics 

in Offline Registration Roster

Funds deposited following standard 
operations and procedures
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Refunds*  
Processed by the same method as original payment

Online registrations paid 
with credit card

3% credit card fee,  
and campus program share

is reversed

Customer receives full refund 
to credit card thru Cvent 

and notified via email 

Registration fees taken 
at the local office

Refunded
out of local accounts

No campus program share 
processed

• Refunds are based on event cancellation policy.
• Refund requests should be sent to muconf8@missouri.edu.

mailto:muconf8@missouri.edu
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Post Event 

Once response received, MUCO 
finalizes data in Cvent and 
processes any remaining 

program share fees.

Transactions are reflected in 
county settle up.

MUCO sends final event fiscal 
report to team leader and fiscal 
representative.

Team leader receives reminder 
email to provide Offline Roster or 

confirm roster is final.



Cvent Event Final Fiscal Report

16

Fiscal Summary Sample



Post Event Reporting
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Reminder sent from ETCS if 
not completed in 30 days.

Organizer 
finalizes 

reporting in 
MyExtension.
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Resources for faculty and staff regarding the process and fees can be 
found within the event management pages of the MU Extension Way.  
Or reference and print the Event Lifecycle and Submission Process for a 
summary and visual of the process. 

We are here to assist you. Contact us at muconf8@missouri.edu.

Resource Reminder

1110 S. College Ave. | Columbia, MO 65211 | 573-882-4349 
https://extension.missouri.edu/programs/mu-conference-office

https://muextensionway.missouri.edu/event-management/
https://muextensionway.missouri.edu/
https://extension.missouri.edu/media/wysiwyg/Extensiondata/ExtensionWay/Docs/muco-EventLifecycle.pdf
mailto:muconf8@missouri.edu
https://extension.missouri.edu/programs/mu-conference-office
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