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Posting an Event to the Landcare Tasmania Community Events Calendar

Event Posting
1. Go to the Members Toolbox:

~ Landcare Search Q
3 Tasmania
Aboutv  OurWorkv  Getlnvolvedv  Resourcesv  News & Media
e ———

Membership Renewal Instructions
Funding Opportunities
Info For Landcare Groups

The Reading Room

2. Sign in with the Group’s Primary Contact email address

Q Landcare
Tosmania

Aboutw  Membersw  GetDirty v Sponsor aProject  Contact  Shop

Members: Sign In With Your Email Address

Expired Members Can Not Log In

New Member? Enter Your Members Login Here
Email Address To Activate
Your Account

Email Addrass.

B Remember me

Activate My New Account
Sign In With Email

3. Click the Post an Event button
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Home / Members / Members Toolbox

% Member's Toolbox

Welcome! Use The Buttons Below To Keep Your Profile And Account
Information Up To Date

Public Profile Account Settings Post An Event
2020 LAP Acquittal Form

4. Enter your event details with as much detail as possible. As a minimum:

o Headline — Please include your group’s name so it doesn’t get confused with similar events around the
state

e Date

e Duration

e Contact name and email or phone number

e Location: Venue (Describe the meeting point, or enter ‘Contact the Organiser’ if you don’t want to list
the specific venue)

e Location: Address (Without a full address, the event won’t show up on the website map, but will still be
in the listings)

e Description —very important! Describe what you will do, what to bring, how to get there, how you want
people to register (or just turn up), whether it’s family-friendly or not, and any relevant health and safety
info.
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When

Aprll 27, 2021 al 10am

Time zone

Hoobart

Contact Info

MName

Tesling Group

Email

support@landcaretas org.au

O Don't publish email address

Home [ GetDirty / Events Calendar

Post Your Exent

Headline (Please include your group name)

Length

Maximum capacity

Phone

6224 17

O Den't publish phone number
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Location

Venue name

Address

City State Postal code

Country

Ausiralla

Ticket Price

If free, just leave at 0.00.
Amount Currency

Q.00 AUD

Ticket purchase URL

Description, Include Directions

Hormal B 7 U = = & & &

Allow people to RSVP
Allow people to bring guests (+1)
Show who is coming

O Keep the RSVP page hidden from the rest of the site

Save And Post
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5. Think about whether you want the last 4 tickboxes turned on or off.

Allow people to RSVP

The default is ON. Keep it ticked if you want to use our site to collect registrations for your events. You’ll
get an email notifying you whenever anyone registers or cancels a registration. If you already have your
own system for collecting registrations, put those instructions in the ‘Description’ section above, and
UNTICK this box.

Allow people to bring guests (+1)

The default is ON. Keep it ticked if you want people to be able to bring people. If you want everyone to
have to register individually (so that you have a full list of names and email addresses), UNTICK this box.

Show who is coming

The default is ON. Keep it ticked if you want the website event listing to show a list of who’s already
signed up (It just shows their profile picture. Most people don’t have a profile picture anyway!). UNTICK
if you’re not keen on this.

Keep the RSVP page hidden from the rest of the site

The default is OFF. Once approved by Landcare Tas, your event will appear on the Community Events
Calendar webpage. If instead you want to keep it private and only distribute the event link to a select
few people, TICK this box.

6. Click Save And Post to submit your event listing
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7. Share your event

You'll be emailed a link, and you’ll be prompted to share your newly created event if you like. This is what it
will look like:

Test Event

Posted by Testing Group ([EEEag) on April 21, 2021

Volunteer induction. Find us on level 3. Bring your enthusiasm!

1 WHEN
April 27, 2021 at 10am - 1pm

9 WHERE

Landcare Tasmania office
Hobart, TAS 7000
Australia

Google map and directions

& CONTACT
Testing Group - support@landcaretas org.au - 6234 7117

Will You Come?

Email

Mobile phone (optional)

Send me email updates Send me text messages

How many other people are you bringing?

0

Did a host refer you?

No ~

First Name Last Name

Send RSVP
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Event Management

After your event is submitted for review, a Landcare Tas staff member will review your event and make it live on the
website. Events are reviewed once per week, so please make sure you post your event with plenty of notice.

You will be emailed a link to your event so you can find it any time. You will get an email every time someone RSVPs,
and every time someone cancels an RSVP (if you ticked the box to collect RSVPs via the website).

Event Editing
1. Go to Members Toolbox

‘ i Landcare Search Q  /Testing Group | Donate
Tasmania

Aboutvy  Membersv | GetDirty v __aSponsor a Project. €ontact = Shop
Safety
Funding Opportunities
Insurance

LAP Grants

Govemance For Groups

Incorporation

2. Scroll down to the menu on the bottom right-hand side of the screen.
Click YOUR PAGES

[E RODENTICIDES

Important Dates Date
Submit a Project Proposal Open All Year W ONLINE EVENT

SUGGESTIONS
Announcement of the 2021 LAP Grant $3% amount April 2021
Deadline for renewing members to send us an invoice to receive the LAP grant 2021 16 May 2021

B8 2021 OUTREACH EVENTS
Deadline for NEW Member Groups to be eligible for the 2021 LAP Grant 01 0ct 2021 - -
CALENDAR
2021 Membership Renewal, Insurance & LAP Grant applications OPEN mid-December 2021
Annual Membership Expiry 3 Jan 2022 & YOUR PAGES
Deadline for 2022 Insurance policy renewal (on Membership Renewal Form) 01 Mar 2022
Deadline for renewing members to apply for the 2022 LAP (on Membership Renewal Form) 01 Mar 2022 & SETTINGS
S 5

LAP GRANT INFO

Membership Agreement

You'll get a list of all the events you’ve ever listed, even if they’ve expired and no longer show on the website.
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3. Click the name of the event you want to edit:

Your F’agae

Page name Date authored
edit Everis Calendar — Tr st event Apr 212021
edit Events Calendar — Test event

4. Scroll down and click Edit this Page on the right-hand menu

FUST AN EVENT

How many other people are you bringing?

RODENTICIDES

W ONLINE EVENT

Did a host refer you? SUGGESTIONS

No ~
0O 2021 OUTREACH EVENTS
CALENDAR
Organisation Name: Account Manager:
Testing Group Priscilla Richards (test)

O YOUR PAGES
Send RSVP
£ SETTINGS

(& EDIT THI: PAGE

5. You'll be able to edit everything. Click Save and Update Page when done
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Test Exent
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