
Creating a recurrent event

1. Go to Events

2. Select “Add” 
then “Event”

3. Choose “Single” and add title 

4. Assign category

5. Choose 1st date

6. Be sure this box is selected

7. You can uncheck any of 
these you don’t need (they 
control which options will be 
displayed for the event)

8. Leave unchecked for now (makes event active)

9. Click on Save à

à

à

à



This window will appear

10. Click on pencil icon à

ß 11. Click on Copy

12. Select multiple copies

13. Choose repeat options: 
note max of 24 new dates can 
be created for an event

14. Click Copy Dates
(may take a minute to complete)

à



Dates may be added or edited on this screen

15. To edit date, click on pencil 
next to date and update via box 
above – be sure to select “Update”

16. To add date, choose a new 
date in box above – be sure to 
select “Add”

18. Select Save à
ß 17. Select “This panel is complete”



19. Select pencil à

ß20. Select this box to show event is complete

21. Select Save – event is now live

The recurring dates box is now complete and should be green

à


