» Navigate to your Events

Create and update events to be displayed on the website in association
with your listings. Or submit your event here.
www.visitbigsky.com/things-to-do/events-calendar/submit-your-event/
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1 Howto Add, Edit, and Update Events

e #1“Add Event” will create a new event.

e #2 The Pencil icon will allow you to edit the event

e #3 The eyeball icon will allow you to view the existing event.
e #4 The clone icon with allow you to duplicate an event.

e #5 The trashcan icon will allow you to delete an event.
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o Filters (0) © Manage Filters

You have not added any filters. You can click the manage filters link in the top right corner or click the £ icon from the grid to add filters from the
available list and set a default value to use in the future.
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Events Information

2, All of the below are required

e Account: Defaults to the account you are login in
**Please check if you have multiple accounts

o Title: Name of the event

e Contact: Primary contact associated with the event (if different
contact is needed please email info@visitbigskymt.com)

¢ Admission: Cost of the admission

¢ Description: Brief description of the event

¢ Rank: Select one

e Categories: Select one

e Website: You will be able to link this event to an external website

e Phone: Phone number of primary contact

¢ Event Location: Venue

e Address: Address where the event is occurring

e Event Dates: You can make your event a one-time event, daily, weekly,
monthly, yearly, or custom.
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New Event

Sectinds:

Note: You must click the save button!
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