How to Add an Event to the Online Conference Calendar

1. Go to cnumc.org. Scroll midway down the Home Page, to "Events."” Click on the link
"View Conference Calendar."
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2. Locate "Want to submit an event?" immediately below the words "Events Calendar,"
and click on "Submit the event here.”
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3. Add name of the event and any description you wish (Note the Text Editing Tools!) ...

Submit an Event

Your event will not show up until it has been approved by Conference staff.
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Description

4. .. Add start date and end date of the event, using the calendar icons (clicking on
them will "grey" your screen until you have selected a date); start and end times of
the event, coordinator and location information ...
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Start Date
End Date =
Start Time

End Time

Event Coordinator

Coordinator Email

Location Name

Address 1

Address 2

City

State

Directions




5.

6.

Directions

Phone Number

Second Phone
Number

Related Link

Base Event Cost

Church

To select your
church, click the
down arrow, type
the name of your
church and a list will
appear

District
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Verify that you are
human by entering
the letters that
you see

Submit my event

... And add any additional information related to the event ...

... Fill in your name and email address (Note that they are required; you will not be
able to submit the event if your n
enter information in the Captc

e and email address have not been entered),
box, and click on "Submit my event."

b

Typegfie two words:

Note: Clicking on "Submit" generates an email to Conference staff, who will review
the event information, contact you if there are questions, and release the event to
appear on the Conference Calendar.



