Add an Event via the Info Hub

. Click Events in the left-hand navigation panel.
2. Click the Add New Event button,
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Name - Enter a name for the event that will display on the website,

Contact - Enter the contact person for the event.

Description - Provide a description of the event that will be displayed on the website,
Location - Enter location information that will be displayed on the website.

Publish Date - Enter the date that you wish to begin displaying this event on the website,
Start At/End At - This is the start time and end time of the event.

Time/Hours Details - Enter descriptive information about the time/hours of the event (such as
when registration opens, when dinner starts, etc.).

Organization - You may change this to your organization.

Email Address- email address you want displayed on the event page.

Phone- phone number you want displayed on the event page.

Additional Contact Details - Allows you to enter further contact information.

Calendar - Select Main Calendar,

Click Done to save the new eventL.

The event will display in the window. You can then add/upload an image if desired.
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The event will be Submitted for Approval by Chamber staff.



