
 
SUBMIT NEW EVENT 

1. Once logged in, click on “Submit New Event”. 

 

 

 

 

 

 

 

 

 

 

2. Edit all fields that are applicable to your event.  

Event Image: Files should be .jpg or .png, no more than 2000pixels wide or 
high and the file size should be less than 250k. ​ A tool to resize your image is 
http://www.simpleimageresizer.com/​.  

 

 

 

 

 

 

 

 

http://www.simpleimageresizer.com/


3. Before logging out or navigating to another part of the Member Portal, “Save 
Information”. 

 

 

EDIT EVENTS 

1. Click on “Edit Events” from the right hand, navy column. 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Click on the “Edit” button next to the event you want to edit. From there you 
can change any information necessary. If you want to delete an event 
completely, click on the “Delete” button next to the event you wish to remove.  

 

 

 

 

 

 

 

 

 

 

 

 

EDIT GALLERY 

1. Click on “Edit Gallery” from the right hand, navy column.  

 

 

 

 

 

 

 

 

 



2. Click on “Add Gallery Entry”. 

 

 

 

 

 

 

 

 

 

3. Click on “Choose File.”  

Files should be .jpg or .png, no more than 2000pixels wide or high and the file 
size should be less than 250k. ​ A tool to resize your image is 
http://www.simpleimageresizer.com/​.   

The gallery is limited to 10 featured photos. However, if more are uploaded, 
the featured photos will change each time the page is refreshed.  

 

 

 

 

 

 

 

 

 

 

http://www.simpleimageresizer.com/


4. Choose file from computer.  

 

 

 

 

 

 

 

 

 

 

 

5. Add a caption by clicking inside the grey box under “Caption” and type in a 
short description of your photo.   

 

 

 

 

 

 

 

 

 

 

 



6. Before logging out or navigating to another part of the Member Portal be 
sure to “Save Information.”  

 

 


