
 

Instructions for On-line Regional Event Submission form 
 

1. Name: Enter name of event 

2. Regions advertised in: Select the Regions you want to 

advertise your event in.  

3. Hosting Parish: Select your Parish. (To add more 

Parishes, click the first Parish, then hold down the 

shift key and click the second Parish.) 

4. Location: Click on “Add Item” to add the Parish 

location(s). click funnel icon to search by name of Parish 

(partial names give best results. ie. “Mary” not “Saint Mary”.) 

5. Event Date: Enter the date of your event (“from” & 

“until”) – need to be the same date. To add more 

dates click “Add instance”  

 

6. Event details:  
Please include the following: 

 time of event(s)  

 a brief description of the event  

 who is invited 

 contact information for more details 
 

7. Event picture: (Optional) 

 Click pencil icon         , a Event picture box will open, 

 Click cloud arrow icon          upload files to current  
folder),  

 Click plus icon        to browse and choose the file 
location of the picture you wish to use. 

 Once you have selected the picture, click the  
circle with up-arrow up icon          to upload the picture.  

 Once uploaded click on the picture name and it 
will be added to this event.  
 

 

 

 

 

 

 
If you have questions or concerns please contact the Communications Team at: info@halifaxyarmouth.org 

Your Communications Team: Aurea Sadi (902) 429-9800 x310, Christine Salterio (902) 429-9800 x324 
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