How to Add Events to your Calendar

You can add events and details to your calendar.

Go to your website and click on Edit to get to your dashboard. Then move your
mouse over M.E. Calendar on the left and click on Add Event.
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Add a title and description of your event. This is like a word processor and you
can add links and images.
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0 Scroll down and add details about the starting and ending date if applicable.
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e When you are finished you can click on Publish or Save Draft to work on it later.
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You are also able to schedule when this event will be available to the public by
clicking on Edit beside Publish Immediately and changing th edat

il Publish immediately -

voa

Id Trip Publish

s://hub71 L'd_fkdHWS()HI{:‘\-’EH[S.frbEaCh*ﬁEId*triP;"[ Edit ‘ Save Draft ‘ Preview ‘

9 Status: Draft Edit
Wisual Code
- @ Visibility: Public Edit

vB I = = ¢ = \: = 2 :\:’ ME Calender v — v 3=

m Publish immediately

10-Oct 18 ., 2026 (&t 14 ) 28

We will be going to the beach on June 25th. Cancel

Click here to get the permission form.

Move to

Copy to a new
- d“jfl e m
| B

Draft saved at 2:17:43 pm.

o To view your event, click on View Event at the top
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0 You can always click on Edit Event to make changes.
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