Sweet Adelines International Online Calendar
“How to” add your event

1. Visit https://sweetadelines.com/calendar
2. Select the “Add Event” button located at the bottom of the calendar:

www.SweetAdelines.com/Calendar

Show All International Event Regional Event Chorus Event Quartet Event

# 'Add Event| | Printable View | |Search |

3. The “Add Event” form will appear in a new browsing window. (Below are screenshots of the
form.)

Fill in the fields marked with a blue arrow. (Follow the correlating instructions for each field.)
5. Skip the sections marked with a green box. (The fields will not be green on the actual form.)
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Add Event

Provide a working email
address. Event submission
Your email address: confirmation will be sent to
this email address.

| Save |

| | (In case the calendar owner needs 10 contact you) h

Title: Words in the “Title” field will

| | h generate results within the
Description: calendar “Search” button
functionality. We recommend

K ot | Formats ~  Font Sizes ~ A~ A~ including your region number
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=== Only list the URL (web
address) in the “Description”
field. The URL should link to
a web page which provides
all information related to your
event.

Text Color: Background Color:
Enter HTML hex color code # DQ Enter HTML hex color code # \:I Q

Updated July 27, 2021
Page 1 of 4


https://sweetadelines.com/calendar

Date: |June v|[3 v|2021 v ] == Provide event date and time
Time: (remember to select
’ appropriate time zone).

@ Stat (14 v |7 00 v ||(GMT-06:00) Central Time v

Duration [1 V]hour(s}[OU V]mlnutes

(O All Day Event

Use the dropdown arrow to
Category: | International Event v | == | sclectthe correlating event
category.

€ This event repeats
Repeat Until | June v[3 v|2021 v]ﬂ h Provide last day of event

(only if event repeats).

(® Repeat Dally (until date above)
(O Every Month

O Every Year

(O By Day of Week

Select the “Save” button to
h submit your event.

6. You will receive a confirmation message in the same web window. In the confirmation

message is a web link for you to save to your computer in case you need to make edits to your
event submission.

The confirmation message will also be sent to the email address listed in your submission
form.

di

W

We recommend saving the email so that you have access to the event
(See screenshot with arrow pointing to link on page 3.)
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@& Mozilla Firefox — O X

O 8 https://localendar.com/elsie?DAM=EventEditor w

Your event has been successfully saved.

The calendar owner must approve your event before it will be displayed.
Once your event has been approved, it will be visible on the calendar.

Important:

Keep this link someplace safe: htips:/localendar.com h
ledit/SweetAdelinesintl ?key=XE367/U0742PK
It is the only way for you to return to this event to edit or delete it.

(you may now close this window)

- [Info] You have submitted a calendar event. - Message (HTML)

[IECELEM  Acrobat ) Tell me what you want to do..

=2 Reply = Y TAMATHAL ¥ =9~ | E% Mark Unread a’?& joi Q [N
iz
2 Reply Al £3 To Manager - 3 I Categorize - 2- -
&~ Delete | _ EIEI' = : _| Move o Translate Zoom | Send to
) (3 Forward Team Email s - E'- P Followup~ . - OneNote
Delete Respond Quick Steps [ Move Tags [ Editing Zoom | Onehote ~
calendar_monitor@localendar.com Communications Department 1:53 PM
[Info] You have submitted a calendar event. v

You have submitted a new calendar event. Keep this link someplace safe:

https://localendar.com/edit/SweetAdelinesIntl ?key=XE367U0742PK h

It is the only way for you to return to this event to edit or delete it.

Title
Travel in Tune TEST on 6/4/2021 13:00 ( International Event)

Details

https://sweetadelines.com/travel-in-tune

7. Please allow five business days for your event to be reviewed and published to the calendar.
Once your event is approved, it will appear on the online calendar. (See screenshot with arrow
pointing to event listing on page 4.)
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The go-to event calendar for all things Sweet Adelines
June 2021
JUN
Sun Mon Tue Wed Thu Fri Sat
30 K| June 1 2 3 4 5
6 7 8 9 10 1 12

8. Select the event in the calendar to view title, date, time and most importantly, the link directing
to the event web page that includes complete details:

@ Travel in Tune TEST — Moxzilla Firefox — O x

O 8 https://localendar.com/event?DAM=Publi: w =

9. Events submitted without an active URL (web page) will not be published to the event
calendar.

We hope Sweet Adelines online event calendar will be beneficial in publicizing your next event!
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