
News & Events Instructions 

 

Next click on “Events” 

 

A submenu appeared with several options: 

Add New Event 

Manage Events 
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Click on “Add New Event” 

 

Add the following only: Event Title, Event Date (always select both dates), Event Comments. Also check 

“Archive with comments” 

After entering all information click on the button “Add New Event” located at the bottom of the page. 

 


