How to Post an Event in the AFSA Community
1. Go to www.afsa.org. Log into your account and go to the AFSA Community.
2. One you’re logged in click on the AFSA Community button:

3. Click on “Communities” and then click to enter the “AFSA Open Forum.

4. Click on the “Events” tab.

5. Click on the green “Add an Event” button.

6. Fill out the event information form including the contact details. It’s important to select an end date
and the “display until event end date button” so that your event will automatically expire in the AFSA
Community after the event occurs.

7. Scroll down the page and fill out your contact information. If the main point of contact is yourself you
can click the “Insert my contact Information” button and it will do so automatically.

8. Fill out the event description. Here you can say a little about what your event is about, insert pictures
or links to your event website.

9. You have the option of including a logo for the event.

10. If you would like for people to register for an event using your own registration system you can select
that option in the drop down.
If you are finished working on your event posting. Click “Finish” and the event will be posted.

11. If for any reason you need to edit or delete your event you can simply navigate back to the Events tab
and click on your event. Once you are in the event you can click on “Edit Event”. Once you click on
“Edit Event” you can change the details of your event. If you wish to delete your event scroll all the
way to the bottom of the page and click the red “Delete this Event” button.

TIP: If you are interested in attending
an event you can easily add it to your
Gmail or Outlook calendar using this
“Download to Your Calendar” button.

