Setting up an event 
For events there are a couple of different ways to do it. Eventually when your site is ready to be launched you will have a community setting button at the top bar and you also will only see events from your own chapter. Because this doesn’t have the setting on yet you can see all of them but eventually you will only see events from your own chapter. 
· To add an event, you just click here 

· Enter the title 

· Event type: it’s important that if you’re going to have nonmembers register and it’s a free event and open to both members and nonmembers, choose chapter event simple from the drop-down menu. That way nonmembers can register without being prompted to log in for free events. 

· Choose whatever community you are with from the drop down, once your site is linked to the right community it should automatically populate. 

· Type your description in the dialog box 

· If you use an external RSVP such as member planet, eventbrite, or paypal for payment collection please select chapter event external registration for the RSVP button to direct people to the external site.

· Start date, end date, time zone and you can drop contact information in as well. 

· Once you set up an event at the bottom, once its linked to a community it will say invite all community members when saved. This won’t invite your non members but will automatically invite all your regular members. 

· Click save, what will happen when you click save is it will then populate directly on your events page and home page event widgets. 

