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Use the "Search" field at the top right to search for a help topic.

Add Club Event

Make sure you select My Club Calendar on the left navigation menu

CALENDAR MNAVIGATION

Views

§% Zone Calendar
i District Calendar
i My Club Calendar
= ADD DG Visit

== Help

Click on Add Event on the right
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An Information tab will open. Fill in the appropriate items.
New Event id-o

The event information is listed under the tabs below. Depending on the event options, additional tabs may be displayed.

Information

Event Information:
* Event Name: [Hollywood Weekly Club Meeting o |
Event Status: 2 tive avents will be listed on the calendsr, execption: moderators and leval-6+)

Event Category:

Club/District Name: [Hollywood v a

Speaker: |

Topic:

Planning |Enter internal notes or comments regarding the meeting, speaker

Notes/Comments: e

Description: | [ |4 5-][ & IR I

i

1. Enter name of event

2. Enter Status--When creating a registration event, leave the status In-Active while you build the event so that no one
may register while you're in the middle of creating and testing the functionality of the event. While In-Active, the
event shows yellow-highlighted to moderators, but the rest of the world cannot see it until you change the Status to

Active.

3. Enter Category--This impacts the results users experience when they filter to a specific category of event.
4. Enter Your club name here. This insures it only appears on your calendar. Do not enter District unless you have

permission from other clubs in your District for your event to appear on the calendar.
5. Enter your speaker info here, if appropriate.
6. Enter your topic here, if appropriate.

7. Planning Notes/Comments are not visible to the public. For example, a reminder to bring portable sound equipment

could be inserted here for an outdoor event.



Description:

The deccription on the nght
Sefauits taTne anigingl format. The
gesoription can now  be
oompietely changad ta bs in amy
Sarmat ar design yeu want.

Location [ Comments:

Thils i wihat apDears an the

Calanaar — right hand calumn

Event Scheduling:

*Time: [:mm AMRM, ar- :)5:)’0‘""%. ¢
*End Date: | 05/03/X

*Time: [rfmm AMJEM e M—r@gume_¢
et @

Time Zone:
Select Time Zone:  [[GMT-07:00) Mountsin Standard Time

8. Enter a brief description of the event here
9. Enter the location of the event here
10. Start Date
11. Start Time
12. End Date
13. End Time
14. Repeats--Leave default One-Time unless setting up a recurring series. Please refer to related article Add Recuring
Event before passing this step.
15. Time Zone--default will be the current setting for the club.

Click on Add Event to apply these entries:

Add Event

After entering the basic, key information on the Information tab and selecting Add Event, the screen refreshes. Now there are four tabs--Information,

Schedule, RSVPs and Location. If that's all the details necessary for your event, you can stop here.

If you want the map location tool to work, you can complete the Location Tab at this point.



Hollywood Weekly Club Meeting id=77523827

Monday May 03, 2021

The event information is listed under the tabs below. Depending on the event options, additional tabs may be displayed.

I Information I Schedule I RSVPs Location

Define the location for this event. The Event locstion address information & used to configure the Event landing page. The Google Map coordinates are used to displa

Event Location:

Meeting Place: | Providence |

5955 Melrose Ave

Event Address1: |5‘355 Melrose Ave | View larger map

EventAddresszs | | Hollywaod DMvv v DMV 810 Cole Av
Waring Ave Waring Ave

Event Address3: | |

AN 3505

Pauslions@

Event City: |Los Angeles 5
5055 Melrose Ave, Lo
Angeles, CA 90038

Event State Code:

15 presag

g
BAY LD N

Event Province: | 8 Y Melrose Avel
Event PostCode: j‘:
Event Country: [UNITED STATES 3 °Los i ngeles TennisCl
Clirton St

¥

Goagle
Map dota £20 Gacgle Terms of Use

1. Meetng Place: Enter the name of the venue

. Event Address 1: Enter the street address

. Event City: Enter name of City

. Event State Code: Enter State Abbreviation from pull down
. Event PostCode: Enter Zip Code

o O s w N

. Event Country: Enter Country from pull down

Update Event to save your changes.

Update Ew_'

The option to enable registration becomes visible on the Information tab after you Add Event initially. When you change this setting to Yes, an additional
set of tabs open when the screen refreshes. Please refer to the Event Registration article elsewhere in this Calendar, Events and Meetings folder for

those instructions.

The event information is listed under the tabs below. Depending on the event options,
additional tabs may be displayed.

Information Schedule ] RSVPs I Location _

“EVERT InTormation:

* Event Name: |Hollywood is

Event Status: Only Active events will be listed on th

Host District: |Rotary Test District 9959 v | (Level-3 Function to reassign =

Event Category: |Club Meeting

Club/District Name: [Hollywood

Deleted:

5
<

Enable Registration: is used to enable the registrations for this

GTM/Zoom Link: |Enter virtual meeting link, include the https://

Speaker: |Enter an optional speaker at meeting

Topic: Enter an optional meeting topic

Planning |Enter internal notes or comments regarding the meetir

MNotes/Comments:
Description: T =
The Description content will be the l B ] l s = Iih ]"” E | = = 1

You can now update event.

Update E\N{'



Your calendar events will look something like this in the list view:

March 3,2018 Saturday
1:00pm - 2:00pm E Manage Event  Hollywood Rotary On lce is-mnmnis )

[ 3] Watch fellow club members do ice dancing! "g{!
March 12,2018 Monday
1205pm-100pm  [7]  ManageEvent  Hollywood " Hollywoad Club Masting i-rrrous Ak

E b
March 28, 201 Monday
12050m-100pm  [7  ManageEvent Hollywood _ Hollywood Club Meeting i-mrime \i,’

B The Mayor of Hollywood will be joining us - put his brief bio here vl b



