
Adding Events to the Web Calendar: 
 
To create a new event, you’ll need to go to the Login 
page.  
 
 
One of the selections in the User Menu box is “Create 
Event.” Click that link. 
 
 
 
 
 
 
 
 
 

Posting an event is a two-step process—in the first step you fill in the information 
and assign it a category from the pull down menu. 
 
Try to make the Subject as short and clear as possible.

 



In the second step, you choose dates.  
 

 
 
Once you have saved your new event, it may seem to disappear. That’s because 
unless you are one of the users that has “superpowers” enabled on the calendar, 
your event has to be approved by one of the web editors.   
 
This is mostly to have a second set of eyes look and make sure that everything is 
spelled correctly and there are no embarrassing typos before your event goes live 
on the internet. 
 
Your event will be approved within 24 hours of posting.   
You don’t need to email the web editors—an automatic notification email is 
generated once a new event is submitted. 




