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Adding an Event in HQ

1. Log into HQ at valleyforge.org/haq,.

Valley Forge Membe

Forgot Password?

2. Once on the home page, Click Collateral then Calendar of Events.

Collateral

‘Manage your Collateral
Listings
Special Offers
Calendar of Events
Media

Occupancy

All Bulletins

by Marriott Collegeville {Read: 01/22/2015)
ollegeville is actively sesking & Director of Sales.
E for the strategic development of top-line
bus means of sales and marking, Manages all

dards of both the ownership and the franchise

jent & Event Dates (Not Read)

Commencement to plan shead

ot Read)
bs in 2019 for conventions with a peak room

Valley Forge Tourism & Convention Board ¥

Rlley Forge HQ
\[Utorials

help navigating the Valley Forge HQ
Check out the resources here as
j quide you through all of the tools
able on the new Valley Forge HQ.

Click He

welcome to the HQ help page

Post Board n

X Camp Adventureland LLC
Dennis Patrick Shea
o1/11/2019
YOUR Adventure Begins! Campady
Boothwyn, PA and Middletown, DE. Vi t v
watch a quick promo video. We'll be offering special disco
openings to all members.

m, PA,
comto
for our grand

land is coming to H

e =
% The Underground
Ryan Weiss
01/15/2019
Movie Night: Labyrinth hosted by Annie Christ

Come join us for a great movie night featuring Labyrinth hosted by Annie Christ in
celebration of our David Bowie week!
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3. Select Add Event.

Valley Forge Tourism & Convention Board ¥ Q
2 Filters (1) £# Manage Filters
Current or Future Event is: Start Date:
Yes x -All Dates-

Title contains:

oo | o
m Pagelofl = GotoPage: 1

Actions _ e #
Event ID Title Rank Start Date End Date Category

No Records Were Found

4. Complete Event Information.

eI * Be sure to complete
all required fields.

New Event

B :occovomon

Account: <Required Title: <Required

SEenE Valley Forge Tourism & Col ¥

Event Information
Event Location Contact: Admission:
Event Dates

--Choose One--
Image Gallery

Description: <Required

[ Seuce B I & |
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9. Complete Event Location.

“ Event Location

Venue Listing: Address 1:
Sections: ‘
Event information
Event Location
Address 2: Address 3:
Event Dates
Image Gallery
City: State/Province:
Zip/Postal Code: Location:

Event Dates

Start Date: <Required Times:

Start Time: End Time:

6. Complete Event Dates.

e This section can be

e
“ Event Dates hlghly CUStomlzed

Sections:

Single day events,

i & weekend long events,

i = Wednesday Happy
Hours, etc. Can

all be entered in

= from a single event
submission. If entering
s a reoccurring event,
please be sure to set
an end date.

Every Weekday

Recurrence End

@ No End Date 3
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7. Add an image and hit SAVE.

© No End Date

Image Gallery

Drag and Drop Files here

or use the "Browse” button below to find a file to add

8. It could take up to 1 hour for your event to appear on our website.

Please contact Katie Otto, Event Services and Membership Coordinator, if you
are in need of any assistance at otto@valleyforge.org.



