HOW-TO GUIDE

Submitting an event to yorkregion.com

Before you begin, you will need

<O

A working Internet connection  For logging in, a userlD
and password

Signing up

1. Using your web browser, visit www.yorkregion.com

; . . , o If you already have a registered
2. Look to the top right corner. You should see Login and Signup links. Click Signup. account, click the login link and

skip to step 5 on the next page.

L]
HOT TOPICS -y . CONTESTS DELWERY
.

D PHOTO GALLERIES . “"‘“'""fﬂg”:'f:ﬂ',a MOVIE LISTINGS QUESTIONS

VIDEQ PRINT EDITIONS SUBMIT TO
iz yorkregmn com =
ast .

IN YOUR N

L] NEIGHBOURHOOD

R Search News
York Region 2 Soarch Entire Sits m

SPORTS WHATSON OPINION COMMUNITY OBITUARIES CLASSIFIEDS REAL ESTATE SHOPPING JOBS

e find for you? |

B )

URORA | EAST GWILLIMBURY | GEORGINA | KING | MARKHAM | NEWMARKET | RICHMOND HILL | THORNHILL | VAUGHAN | WHITCHURCH-STOUFFVILLE

m I'M CONCERNED ABOUT YOUR WANDERING EYES. &

nd Hill, Thornhill students excel in national music contest MOST POPULAR
IR —— |ATESTLOCALNEWS  awss SRl s

3. You are taken to the Sign Up page (see right). Enter the relevant
information into the form. It's important to note that your user

ID is your email address. If you wish, you can enter your primary
and secondary communities of interest. Also make sure you have
checked off the Privacy Policy box. Hit the submit button.
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i

“First Name:

“Last Name:
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4. You will now be taken to a screen stating your registration was — mwe :
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successful. You'll have an email sent to you asking you to confirm =™ e iy
your registration. Click the link in the body of the email to =~~~ )
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confirm your registration. It's very important that you do this. ———— e ail
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Logging in
5. Once your registration is confirmed, visit the website and click the login button in the top right corner.

6. Enter your userlD (it's the email address!) and your password. Click Login.
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Please sign in here, or log in using your Facebook [ Facebook BB Microsoft account
or LivelD account to:

1. Comment on a story. User ID:

2. Submit event listings.

3. Submit stories, videos and photos for | |

Password:

Reset Password

Remember User ID m

7.To see if you have successfully logged in, look in the top right corner. Your name should be there. Don't be confused by
the Sign Up information or anything else in the main body area.
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Submitting an event

8. Once you are logged in, click on your name. Your screen should now

look something like this (see right). — ———
= | \
Postal Code: ‘

o=

9. Click the My Events link. \

Primary Communty of Inerest:

groratiom )

[ York Redion =] [ select primary Community ]

Sscondary Communty ofntrest:
RSt [ simeoe county I [ setect Secondary Communic=1|

Gender: @ Male () Female Age: :
SAVEPROFLE ]

10. This page (see right) is the log of all the events you've submitted.
Click Create Event to submit a new one. PRICING
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@ En wraisis 061072014 061072014 Scanion Creek Bradiord Bradord Publshed
Gonservaton Area
™ s 0o0GRO14  0SN22015  RverDrve Pak RverPar  East Published
Community Centre. Drive. Gwillimbury
m En 0572412014 0572512014 Organic Garage: Thomhill Thomhil Published
= En 040672014 04062014  SenecaCollegeking  King Gity King Published
Gampus
[ [ oSimosNauiss 12402013 05432018 RverDrve Park RverPark Esst Publshed
gerneral masting Communty Centre o -

oo 19|

K[4[T)n ][] Pagesizs:[20 -




HOW-TO GUIDE | SUBMITTING AN EVENT TO YORKREGION.COM | 3

11. You have now reached the event submission form. Fill out the relevant information for your event and your venue.
Fields marked with an asterisk are mandatory.

Homa > My Events » Create An Event

Create an Event
Astevisks () denods mandafory Salds, Need Melp?
Title: Be as specific When it comes to the
as you can. Please event venue, start by
EVENT DETAILS don't use all caps. VENUEDETAILS typing the name of
Title: | “Venue: Cood Vo —__lyour venue, as there's a
chance the venue is al-
‘Description: ready in our system and
Country: Canaca the relevant details will
fill out. If it isn't, click
Province: i !
— the Add New link and
Category: 7o Make Primany, cick o et City: Nowmarket then type in the relevant
Arts Family Seasonal information.
Attractions Festivals and Fairs Sports Community: Selec! Communty =
Community Music
- Auglence: Salaci Auence - i For new venues, you will
Postal Code: need to choose one of
* FOS0 prOWa0 af koast one of o At least one of Flosss uso the falowing lefaefumbar femat York Region’s 10 com-
Contact Name: | Wil 3 20a56 ANAr M TSt Mvee oharsctors: ATA JA) munities: Aurora, East
Contact Name, Gwillimbury, Georgina
Contact Emall: I Contact Email and Phaone £: King Mark)fl{am Ngew—l
Phone must be marklet Richmolnd Hill
Phaone: [|filled out. Ext. | Fax #: : \
Thornhill, Vaughan or
Venue Webs|te: Whitchurch-Stouffville.
*Price: @ Free Specity | Ado , For existing venues, this
icki Ve 'ml n“'“ . field will be filled in.
zfrl:(cikcllr](?clzhiiocr?sleen:aabrles S : B e d e
Heramon i [300Pme | g
you to change dates and i | G | C
times. You can also do
this manually. [ e7mamena | :
di
Does your event occur on .
Event Patiern: & One-Time Event Repeating Event ——————————— multiple days? Select this
button to give your event
Fequire Registration: multiple dates and times.
Does your event have A NP
a registration deadline 2 mage Videa
prior to the event itself?
Check the box and fill | || Checse Fiois)
out the date and time T
fields that pop up. l .
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12. When you're finished, hit SUBMIT. This submits your event.



