
Adding a Calendar Event

Click on Member Login



Login to website



1. click on Dashboard

2. Click on Edit/Create 

Events



Click on Add New Event



Add a Title for your event

Add a description for your event



Add a few sentences which 

describe your event

Input the date and times for 

your event

Input location for your event



Input Organizer information 

(optional)

Input Event website and 

cost (optional)



To add an image for your event 

select Set Featured Image



Drag your image into the media 

library. Ideal image sizes are 

800x600 pixels



After your image has loaded, 

click here

To publish your event on the calendar, 

press the Publish button.

Please note that all events will be 

reviewed and approved by the website 

admin prior to final publication


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10

