
How to Post an Event 
Click  by the calendar to add an event. 

IMPORTANT: Click the “Toggle Advanced Mode" button under “Event – Add Event” at the top of the 
form. 

 

1. Event Name:  Enter an Event Name. (The Event Name field has a 75 character limit.) 



2. Event Listing/Calendar:  Select the Listing or Calendar where you want the Event to be 
displayed.  Use Control or Shift to select multiple items. 

Icon  
NOTE: Choose listings based on where the listings have been placed and where you want them to 
display.  Use the Control key to select multiple listings.  

3. Custom URL:  Enter a Custom URL for the Event if desired.  This allows you to use this link in 
messages to users, show it on other web pages and lets users link directly to the Event Detail Page. 

4. Select the Audience you want to see this content.  Select Everyone. You can allow everyone or 
only certain members to view the information. 

Display Audience: Allows you to set the Event Detail Page audience separately from the form 
audience. This means, for example, that the Detail Page of your event could be displayed to 
“Everyone,” while the actual registration form is only accessible to “Logged In” constituents. 

o Everyone - Audience does not need to be logged in to view this content. (For Form 
Audience on Events with RSVP/Registration, indicate if users are required to login / 
create a Non-Member account before proceeding or if a Non-Member will be created 
behind the scenes automatically.) 

5.  Allow users to comment:  Select this option to allow constituents to comment on this 
content.   Users will see a comment box below the content for them to enter text.  The comment will 
be displayed on the page and the user can also choose to display the comment on 
Facebook.  Constituents will be asked to login to Facebook if they are not already logged in. 
 
6.  Set the Start Date and End Date for when the Event is taking place. Times are optional 
depending on the event. 

7. Time Zone:  The Time Zone for the event will default to the setting on your computer. 

8. If you would like the item to be recurring, you can check the This a recurring event box. You can 
then pick the dates the Event is to recur. 

9. The Display Range allows you to control when people should begin seeing the event and when it 
should be removed from view. Always enter a date when the event should stop displaying.  

10. Event Type:  Choose Event with Detail Page (no RSVP or Registration) from the Event Type 
area.  If you choose Event with Detail Page and RSVP or Registration -- AND you need to 
collect a registration fee -- contact your USFAA Staff Chapter Liaison to post your event.  

11. Event Layout:  Use the default Layout which is _Mobile Ready. 

12. You can choose to Create content as unique page. This will add it as a hidden, unique page in 
the Site Map. 

13. Click Create. 

14. Event Preview:  ALWAYS LEAVE THIS BLANK.  



15. Event Description:  In the content editor enter body text, images, etc. 

16. There will be an area for Contact Information, but depending on your Event Layout, it may not be 
shown on the Detail Page. 
 
17. There will also be an area for Location and Directions, but depending on your Event Layout, it 
may not be shown on the Detail Page. 

18. Click Next. 

19. You will be taken to the Detail Page to view the result and make changes if needed. 
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