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.
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3  Click the year (ex. 2026)
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4  Click the month (ex. September)
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5 Click the event page (ex. September Event)
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Click Properties.
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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.

A Your timezone (UTC-04:00) will be used instead of the server setting (UTC+0000)
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12 Click Save & Close.

Email Re X A Septem @ SHRM

operties htm[Zitem Sntent

[0 NorCal [ SharePoint [ Contact:

PROD-

september-event

B Howto

A Your timezone (UTC-04:00) will be used instead of the server setting (UTC+0000)

Registration Closing Date *

August 27, 2026 09:00 pm

A Your timezone (UTC-04:00) will be used instead of the server setting (UTC+0000)

] Al Day

Event Organizer

Location

EIAN T v = v P v 2 9 v
.. T a~v |4~y S§~v x>~ B
Zoom - Link will be sent after registration.

Pricing

T = O 0 L]

Publish Event

13  Select September Event.

@ SHRM

em|

[ Share Point 3

M Updates X PROD-

B Howte

September v

Current Events
current-events

Home Page 403 Unauthorized
en 403

0

Chapter Configuration
chapter-configuration

404 error page o Past Event
404 past-event

Search Results

search-results (] 2026

B @ @

Thank Yeu Page

thank-you-page T

About Us O Meeting Evaluation
sbout-us mesting-svaluation

0

Announcements
announcements

O
O

2028

Events
events

0

Membership
membership

2027 Annual Conference
test-embed

Form Test
form-test

test form
test-form

Test URL Redirect
test-url-redirect

California Resources
resources

m m e m El (B

Commurnity
community

Made with Scribe - https://scribehow.com

January
january

0

Feburary
feburary

March
march

B @ =

April
april
May
may
June
june

0

O

August
august

November
november

October
october

(8 0O O O

September
september

Siptember Event
3¢ ptember-svent

@ Select All @ m ~



Click Quick Publish.
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Click Publish.

Quick Publish

The page and their references will be published.
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Publish Registration Page

16  Click September Event Registration.
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17  Click Quick Publish.
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The page and their references will be published.
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