Creating, Editing and Publishing New

Volunteering Events

1. Select "Events” under Administration drop down
list.
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Logout

Abbott's empld gt programs provide some ways you can help make things better. On behalf of
our community Tomn=p crganizations, thank you for your donaticns of time and resources.

Employee Giving Pilot Volunteering
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CREATING, EDITING AND PUBLISHING NEW VOLUNTEERING EVENTS




Creating, Editing and Publishing New

Volunteering Events

2. Select "Add Events," populate required fields
and click "Save Event."

1. Click "Add Events."
2. Set Team Leader/Event Host.

3. After required fields are populated, click "Save Event."

Search Add Events Setup

Ewvent Title *

Non-Profit *

0

Please choose a user (name or email)

Email”

Phone

°I J Save Event I Cancel I
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3. Searching and filtering for events.
1. Click "Search."

2. Apply search conditions.

3. Click on the event you would like to review or edit.

** Note. Event will not show up until Admins have approved the event.

Add Events setup

+ Add new condition

v

Events ¥ Export to:
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Created a EVENT & Non-Profit Partner a

December 1&, 2014 December 18, 2014
5:00 PM 6:00 PM

12115M4 Test adding project as an UNITED WAY OF LAKE
employee COUNTY INC

Go to: 1 Show rows: 50 11of1 | 4 | »
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4. Manage, edit or delete event.

All aspects of the event may be changed. Admins may modify all events. Users may
only modify events they created.

Home My Details Administration Logout

€ Return to Event Administration

L4 e
Non-Profit Partner: * | UNITED WAY OF LAKE COUNTY INC 1 |
Start: * 12/18/20114 05:00 PM | % Delete This Event
End: * 12/18/2014 06:00 PM |
Event Location: * ' Test School |
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