
How	to	Add	Chapter	Meetings	and	Events	to	the	Events	Calendar	
	

1. Go	to	your	chapter	website.	
	

2. Select	“Settings”	then	“Manage	Events”.	
	

3. Select	“Add	an	Event”.	

	
4. Fill	in	the	event	details.	Make	sure	you	choose	your	chapter	in	the	“community”	field.			



You	can	choose	between	registration	options.	There	is	an	option	to	link	to	an	external	
registration	system	where	you	can	insert	a	link	to	a	separate	webpage.	
	
	

	
	



Once	complete,	your	event	will	appear	on	your	chapter	website:	
	

The	events	calendar	in	Opis,	the	RIMS	Information	Network:	
	
And	your	chapter	community	in	Opis:	
	
	
	



	
	



You	can	also	add	events	from	directly	within	Opis	by	selecting	the	“RIMS	Resources”	tab,	
Events,	selecting	“Add	An	Event”	and	then	filling	out	the	event	form.		



https://higherlogic.desk.com/customer/en/portal/articles/1588639-establishing-payment-providers	

https://higherlogic.desk.com/customer/en/portal/articles/2257315-simple-registration-functionality-
and-configuration	

	

On	the	Chapter	site,	click	the	Settings	button	in	the	corner	and	the	site	settings	popup	will	appear.		

Click	the	Event	Payment	Providers	under	Events.	

	

There	are	3	payment	options	available.	

To	use	Paypal,	select	PayPal	Express	Checkout	from	the	Payment	Provider	dropdown	and	enter	the	
PayPal	account’s	email	address	that	will	receive	payment.	

The	Accept	Checks	option	allows	the	registrant	to	pay	with	a	check	and	therefore	bypassing	the	online	
payment.	In	the	Registrant	Roster,	these	registrants	will	show	a	balance	due	and	the	administrator	is	
responsible	for	updating	their	payment	status.	(The	individuals	that	paid	online	via	PayPal	will	have	the	
status	“Paid”)	



	

To	use	Stripe,	select	Stripe	Checkout	and	fill	in	the	following	fields,	Secret	Key	and	Publishable	Key,	both	
of	which	are	found	in	your	Stripe	Account.	

	



	

	

	

	

	

	

	

	

	

	

To	use	CyberSource,	select	CyberSource	Secure	Acceptance	and	fill	in	the	following	fields,	Profile	ID,	
Access	Key,	and	Secret	Key,	all	of	which	can	be	found	in	your	CyberSource	Accont.	

	



	


