
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." 
 

 
 

2. Locate "Want to submit an event?" immediately below the words "Events Calendar," 
and click on "Submit the event here." 
 

 
 
 
 
 
 



3. Add name of the event and any description you wish (Note the Text Editing Tools!) … 
 

 
 

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 … 
 

 
 
 
 



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

 
 

6. … Fill in your name and email address (Note that they are required; you will not be 
able to submit the event if your name and email address have not been entered), 
enter information in the Captcha box, and click on "Submit my event." 
 

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. 
 
 


