Instructions for Posting an Event on the Website
Click ‘Login’ – login with your username & password
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Once you are logged in - Click ‘Events’ – ‘Post an Event’ –

[image: image2.png]rosoft Internet Explorer

ok -5 - O [ @] Qeah

Aderess [&] hitps/jvangos2.vandammehosting comjcustomyeventssubission

151}
avortes Qvede | - & [ -

| P ‘Unks »‘@ -

AWMI &2 0

v .‘no

Search.
Profle for Morica Bamaby | Logout
Quick Links
Events Calendar
Leadershp

Conference sponsors
Photo Gallry

Event Submission Form

un 13, 08
ul 08, 08

Chicago-Acme Refining Tour Chicago
Chicago-18th Annual Golf Outing orland Park

Edit View
Edit View

O ,

5] Done, bt wih trors on page.

start ||| [Z]aWMI | Online Event s... ]Dacuments - icrosaft W,

[ nternet
BADEE saem





Click ‘Add Event’ – this will bring you to the ‘Event Submission Form’
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Event Submission Form

NOTE: The Event Title line is limited to 40 characters, please use the Description field to give more
descriptive information about the event,

Event Code
Event Title:
Sponsor.
Contact Person:
Contact Email;
Event Hyperiink
Begin Date

End Date;

Mermber Fee
Nan-Member
Fee
Corporate
Mermber Fee

venue:
address 1
address 2
City:

Postal Cade

speaker
Description:

Begin Time:
End Time:

State/Province:

Country:
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All fields need to be filled in.  It is not necessary to fill in: Event Hyperlink, Address 2 or Description.
Event Code: just a code to give to the event (ex. Holiday Event 2008 – HE08)

Begin Date & End Date: needs to be in this format - 06/06/2008
Begin Time & End Time: this format – 5pm or 5:00pm or it will take TBD

The Fee fields can take $(amount) or TBD

Speaker will take TBD, NA or DNA

Once everything is filled out, click on the ‘Submit’ button.  Your event is now in the listing.
