Editing your Event Web Page

Your Event Web Page is shown to others who follow a link to attend your event. From the Host Center, you can edit the information on this page and add a photo if you like. 
You can also create a Personalized URL to make it easy to direct others to your page.

 To edit your Event Web page:

Step 1: Access your Host Center.

If you are not already in your Host Center, you can log in and access your Host Center as follows:
a) Go to http://connect/austinparks.org/itsmypark

b) The green box will tell you if you are logged in or not. Log in as needed, using your user name and password.
c) Events you are leading will appear at the right hand side of the page.

d) Choose the event you would like to edit or manage.
Step 2: Click the Event Page tab.

A preview of your Event Web page will display.

Step 3: Click the Edit Event Web Page link in the yellow box at the top of the page.

The editing fields will open.

Step 4: Modify the following, as needed:

u       Event Information -- this is the detailed information about the event that you entered when you created the event.
Important: If you modify the Event Information, attendees will automatically be notified that "some of the details of the event have changed."

u       Description of Event -- you may wish to elaborate on your initial description or modify it as needed. 
u       Click Finish -- NONE of your work is saved until you click FINISH at the bottom of the page.

Step 5: (optional) Add a photo to the page.

Add a photo as follows:

a         Click the Browse button to open the file selection dialog box.

b         Navigate to the location of the photo on your computer.

c         Select the photo file and click Open in the dialog box. You will return to the Event editing page.

d         Click Upload Image. The photo should display on your page.

Note: To change the photo, click Delete this Image and then Browse for and Upload a new image.

Step 6: (optional) Create a Personalized Event URL.

If you would like to create a shortcut link for your Event Web Page that will be easy to share with your friends:

a         Locate the Personalized URL field at the bottom of the Event Information section.

b         Enter your name or other appropriate text into the field provided. Your entry can contain periods, hyphens, and underscores, but must not contain any spaces. Typical entries might be Patterson_Park or Zilker_Preserve. The full URL that you can copy and paste in an email or otherwise share with your friends will look something like the following: http://connect.austinparks.org/goto/Patterson_Park .

Step 7: Click Finish.

You will return to a preview of your Event Web page.
