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How to Update and Publish Event Details
Learn how to efficiently update event properties and publish changes to your event
page. This guide walks you through navigating the event dashboard, modifying
button links, and finalizing your updates to ensure your event is live for attendees.

Open Event Page

1 Click Home Page.
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2 Click Events.

3 Click the year (ex. 2026)
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4 Click the month (ex. September)

5 Click the event page (ex. September Event)

Update Event Details
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6 Click Properties.

7 Open Event Details.
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8 Scroll to the bottom of the Event Details tab.

9 Select the Button URL field.
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10 Delete the link that is currently in this field.

11 Paste the registration URL into Button URL.
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12 Click Save & Close.

Publish Event

13 Select September Event.
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14 Click Quick Publish.

15 Click Publish.
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Publish Registration Page

16 Click September Event Registration.
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17 Click Quick Publish.

18 Click Publish.


