
Creating an Event 
 
First create page with the details of the event and upload any invitation or 
brochure material.  You will want this url to put into the event when you set it up.  
 

1. Go to Data Menu and select Submit Item and then Event 
 

 
 
 

2. Fill out form.   Remember to select categories by holding down control and 
then highlighting the appropriate category (for example:  WRJ and Home 
page highlight) If this doesn’t work, just select one.    You will go back later 
and add others.    

 
NOTE:  Use Categorization to filter which items will appear in a given program.  
For instance on the Member’s Resource page, Links to different sets of music 
files are under different programs by assigning different categories to them 
(hence the LT Festival Music category).  If you don’t see a category that fits your 
needs you can create your own by typing them into the category box on the 
bottom of the page separated by commas. 



 
 

3. Click submit item at the bottom of the page 
 



 
 
 

4. Events should look like this: 
 



 
 

5. You do not need to publish events.  
 
 

6.  Go to search events.   Find the event you just created using the keyword 
search.   Go to categorization.  Check additional categories you would like to 
associate with your event. 

 
 
 


