
HOW TO

1. Log into HQ at valleyforge.org/hq.

2. Once on the home page, Click Collateral then Calendar of Events.
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3. Select Add Event.

4. Complete Event Information.

• Be sure to complete all
required fields.
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5. Complete Event Location.

6. Complete Event Dates.

• This section can be highly
customized. Single day
events, weekend long
events, Wednesday Happy 
Hours, etc. Can all be
entered in from a single
event submission. If
entering a reoccurring
event, please be sure to
set an end date.
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7. Add an image and hit SAVE.

8. It could take up to 1 hour for your event to appear on our website.
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For help, contact:

Maureen DiLello
Digital Marketing Manager
dilello@valleyforge.org

Justine Garbarino
Director of Business 
Development
garbarino@valleyforge.org 




