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Adding an event to the Community Calendar is very easy, and only takes a couple of minutes to 

learn.  

Click on “Submit an Event”  

 

 

Before adding an event, you need to log into the community calendars website. If you are not 

logged in the website will pop up a screen requesting your username and password once 

completed please click on “Log in”  (If you have questions on creating a user account please click 

here Creating a user account) 

 

Now you need to fill out the submit an event form.   

For example:  I am having a book sale at the Library on Oct 23rd and 24th this is a free event with 

all proceeds going to Friends of the Library. Here is how I would fill out the attached form.    

 

 

 

 

 

http://www.communitycalendars.org/sites/default/files/How%20to%20Create%20a%20User%20Account.pdf
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Although there are many fields, you are only required to complete the fields with an 

orange asterix (*) 
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Click on preview to see what your event will look like.  
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Check your listing to ensure all the information is there and correct. If the listing is correct, scroll to 

the bottom of the page and click the save button. If the listing requires changes, you may make 

them here. 

 

After clicking on “Save” you will see, your event has been created. 
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When you click the save button your event will be sent to the moderation queue, a moderator will 

check to make sure there are no problems.  

 

 

 

You will now go to the home page at this point you can add another event or logout from the top 

right hand corner of the screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please send any questions, comments or concerns to: 
Tekdesk 

(705) 760-9198 tel 
(705) 760-9887 fax 

(866) 484-0355 toll-free 


