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Enabling delivery options and configuring shipping fees 

To provide a smoother merchandise delivery journey, boost merchandise revenue, and gain insights 

into merchandise sales, event directors can enable the required shipping options for merchandise at 

both the global merchandise level and the event merchandise level and set the shipping fees, so that 

participants can select a required delivery option and complete their registration in the CUI.    

To enable a shipping option for global merchandise: 

1. Click the AUI > GLOBAL MERCHANDISE tab > select an item > Edit button. 

2. On the Global merchandise page, click Advanced settings. 

3. Turn on the Customize delivery options option (defaults to off, which equals Pickup only). 

4. Set DELIVERY As to Shipping only, Pickup or shipping, or Pickup only. 

a. If at least one merchandise item has been set to Pickup or shipping, Label for pickup 

and Label for shipping becomes mandatory, and event directors can customize the text 

of label names for Label for pickup and Label for shipping.  

b. If at least one merchandise item has been set to Shipping only, or Pickup or Shipping, 

Shipping cutoff date becomes mandatory, event directors must select a date from the 

calendar and enter the time. After this date and time, shipping options for merchandise 

items are hidden in the CUI. 

5. Click Apply.  
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To enable a shipping option for merchandise items under an event: 

1. Click the AUI > select an event > Event setup > Additional purchases > Edit button. 

2. On the Additional purchases page, click > Advanced settings.  

3. Turn on Customize delivery options (defaults to off, which equals to Pickup only). 
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4. Set DELIVERY AS to Pickup only, Shipping only, or Pickup or shipping for each item.  

a. If at least one merchandise item has been set to Pickup or shipping, Label for pickup 

and Label for shipping become mandatory, and event directors can customize the text of 

label names for Label for pickup and Label for shipping.  

b. If at least one merchandise item has been set to Shipping only, or Pickup or Shipping, 

Shipping cutoff date becomes mandatory, event directors must select a date from the 

calendar and enter the time. After this date and time, shipping options for merchandise 

items are hidden in the CUI. 

5. Click Apply. 

Note that if configured at the event level, delivery options override those set at the global level. 

To set up shipping fees: 

1. Click AUI > select an event > Tools > Custom fees. 

2. Click Create or a Fee name.  

3. In the Create a custom fee/ Edit custom fee window: 

a. Set the Fee type to Shipping fee for merchandise. 

b. Enter the Fee name. 

c. Enter the shipping fee Amount or Percentage. 

d. Set the Refund option to Proportional refund or No refund. 

e. (Optional) Enter the Report label. 

4. In the Merchandise field, select One fee for each piece of merchandise or One fee for all 

merchandise and select from the checkboxes of merchandise items for which the delivery 

options have been set to Shipping only or Pickup or shipping. 

Note: 

o One fee for all merchandise is enabled when the No refund option is selected. 

o The shipping fee does not apply to merchandise items added after the selection of Check 

all. If any merchandise item is added after the selection of Check all, deselect and reselect 

the checkbox. 

5. Click Save. 
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In the CUI > Complete form page > Merchandise section,  

• If the delivery option for a merchandise item is set Shipping only in the AUI, this section 

displays Shipping only. 
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• If the delivery option for a merchandise item is set to Pickup only in the AUI, this section does 

not display the delivery option. 

• If the delivery option for a merchandise item is set to Pickup or Shipping in the AUI, 

participants can select one delivery option from the two custom delivery labels. 

 

On the CUI > Check out page, if participants have selected any merchandise item with a shipping fee, 

they can see a Shipping fee added to their Order total at checkout. 

If participants have selected shipping for at least one merchandise item with or without a shipping fee, 

they must enter the following shipping information in the Checkout page > Shipping section: 

• First name 

• Last name 

• Country  

• Address 

• City  

• State  
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• Zip 

• Phone number 

Participants can tick the Save as default shipping address checkbox, and optionally edit the default 

address during the next purchase. 
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To change the shipping address for a participant, event directors can:  

1. Go to the AUI: 
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o Select an event, click the Participants tab and select a participant name link. 

o Click the PEOPLE tab and select a participant name link >  next to a revenue amount > 

a registration # link.  

2. In the Shipping information section, click the  icon. 

3. In the Edit shipping address popup, edit the required information. 

4. Click Save. 
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In the AUI > HOME tab > select an event > Reports tab, event directors can view the shipping options 

(pickup or shipping) and shipping addresses in the Registrations report and Merchandise report. 
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Displaying the ACTIVE Refund tag in the AUI 

To let event directors be aware of customers who have purchased an ACTIVE Refund for their 

registration, the AUI > select an event > Participants tab > select a participant > a user profile page 

now displays an ACTIVE Refund tag next to the order number. 

 

 


