How to Configure and Publish an Event
Registration Page

Open Event Page

1 Click on the check mark for your event.
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2  Click "Properties"
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3  Click "Event Details"
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4 Scroll to the bottom of the Event Details tab.

5 Click "Open Selection Dialog" (folder icon)

4 Your timezone (UTC-04:00) will be used instead of the server setting (UTC+0000)
O ADay
Event Organizer

Deana Kilgore, GBA, SHRM-CP, PHR
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Location
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SMIX (formerly Smartronix)
44150 Smartranix Way
Hollywood, MD 20636
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@ Tip! If you are using an outside form (google forms, etc.), you can paste the link for
the form in this section ("Button URL")
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6  Click on your chapter.
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8  Click "Events"
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9  Click the year (ex. "2026")
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12  Click the check box for the registration page for the event.
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13  Click "Select"
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14 Click "Save & Close"
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Registration Closing Date *
; September 24, 2026 08:00 am ]
A& Your timezone (UTC-04:00) will be used instead of the server setting (UTC+0000)

[ AlLDay

Event Organizer

Deana Kilgore, GBA, SHRM-CP, PHR

T
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SMX (formerly Smartrontx)

44150 Smartronix Way
Hollywood, MD 20636

Once you save and close, be sure to publish the registration page as well as the
event page to be sure these changes are applied!
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