SCHEDULING TOOLS

GOOGLE CALENDARS AND FACEBOOK AND EVENTBRITE EVENTS
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WHAT TOOLS AND WHY?

There are several tools you can use to help schedule, track and publicize your
events. They have different purposes. Use one or layer several.

. Google Calendar.
m  Facebook Events.

m  Eventbrite.
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WHAT TOOLS AND WHY?

Google Calendar
m  Create a calendar that you can post on your website.

= Embed in your website and your website looks fresh! Members and visitors will
see how active your branch is.

®  |nclude branch events such as board meetings, programs, projects, special
interest group events.
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WHAT TOOLS AND WHY?

Facebook Events

m  Create events on your branch Facebook page and let your members do some of
the work you!

= Members share the event and spread the word by inviting and sharing with
friends.

®m  Boost your event be purchasing ads.
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WHAT TOOLS AND WHY?

Eventbrite Ticketing

Need to track attendance? Use Eventbrite!

There is no charge if your event is free. There is a transaction charge if you are
collecting money.

Your event will be listed in your geographic area — allowing non members to find
you!

Advanced features allow you to create multiple ticket types and registration
questions.

Reporting is fast and easy.
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GOOGLE CALENDAR

= Open your /

google Or you can add via
calendar. settings

You can add a new
calendar directly here

~
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CREATE YOUR CALENDAR

= Calendar

|. Choose Other
Calendar.

2. Create new
calendar.

3. Enter calendar s . (5

name.
4. Enter description

5. Create calendar. [} oxtviers ] s P2

) Julka Bacrett S . .
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CONFIGURE YOUR CALENDAR

want to be able to add
events

m  Make the calendar
PUBLIC so that o o
everyone can see it —— A =

= Add any people you p—— o
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CONFIGURE YOUR CALENDAR (CONTINUED)

®  Add any additional
configurations you desire
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INTEGRATE YOUR CALENDAR

|.  Share the public link via
email.

2. Embed the calendar into
your website with this
embed code.
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INTEGRATE YOUR CALENDAR (CONTINUED)

You can configure how your

embedded calendar looks.

|. Choose the characteristics

you want.

2. Choose the calendars you

want to include. s
:..Qoo
3. Create a calendar title. cceses o
. . B sons
4. Embed code will adjust. | =
Copy this code to post to
A P e A R N T 4]

your website.
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EMBED YOUR CALENDAR INYOUR WEBSITE

= Copy the embed code and
send it to
siteresources@aauw.org.
Request that it be added to =
the right sidebar of your URAL HEALTHEARS ACEESS = KN
website.

February 29, 2020 2-4 pm

Mariposa AAUW will be presentng 4 Senes of peograms on the ssueafl 2 ACCess O
,q,qu@: FEBRUARY 2020 Heakthcace: The second of these programs wil be February 196 a2 pm I the Maripos: 12
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CREATE A FACEBOOK EVENT

Forget diamonds this Valentine's Day.
Fair pay is a girl's best friend.

#whatwomenne

Anlf éuﬁ %’

AAU "A"

AAUW California
®  Add event to your
Facebook page.
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CONFIGURE EVENT

<0
Required Details é St Friviow
=
: ¢ 20
|. Add date and time. . o. T — =3
4 Event Na
. o Mo Ak 9 __,_--——-'
2. Add location. = g k| —
Facebook will embed =S ‘ oo
map. 0
3. Add event name.
4. Add description. <| S
Additional Details . 0 °
5. Add a picture.You can - i p
use existing pictures ~ )
or add a new one. g
o€
o
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CONFIGURE EVENT (CONTINUED)

6. Add any co-hosts — this ra— y —
will increase your '

visibility. Co-hosts have to i Evant Neves
accept the invitation > - el Bl
before they will be ; Dee . e
dISPIa)’ed. Additional Detalls j-' g
7. Add ticket information if g/ \
you are USing a tOOI Iil(e A. » ' ‘ ¢ Schedule - Thursday, February 20, 2020
Eventbrite or link to your s () ——p
website. = -‘ CE
8. Add a schedule if desired. S @ s s
9. Create your event.
|
,q,qu@: FEBRUARY 2020 B 5


http://www.aauw-ca.org/index.cfm
http://www.aauw-ca.org/index.cfm

EDITING YOUR EVENT

|. Choose Publishing Tools.
2. Choose Published Events. 0 @D

3. Click on the event you want
to adjust.

4. Click edit.
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INVITE PEOPLE!

e PASE ROk,
“VOTES FOR AAU\"‘[ PAY .

WOMEN EQUITY

1920 CONVENTION 2020

L April 17192020

®  Once your event is posted,

invite people to the event.You R eamber
will do this as an individual.
Details v._‘i‘_””bw,h'm -
= Encourage your member to P T
invite their “friends”. 0 i e s SN
Ho:x. <

The Wntin San Trancece Arpart
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INVITE PEOPLE! (CONTINUED)

LSOO

|. Click on who you want to
invite.

2. Click to send the invitation.
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EVENTBRITE (FREEVERSION)

m  Eventbrite’s free version is adequate for most simple events.
m |f your tickets are free, there is no charge.

m |f you charge for your event, you'll be charged a service fee. You will need to
connect your Eventbrite account to a financial package like paypal.

®  |f you want more than one ticket type you will need to sign up for a paid
account.
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EVENTBRITE — THE BASICS

Popularin California
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EVENTBRITE — THE BASICS (CONTINUED)

l. Event Title — Give your event a short, Basic Info
distinct name up to 75 characters long. :

2. Type — Choose a type that describes
your event. For public events, this helps
attendees find your event. Category — e
Choose a category that matches your
event. For public events, this helps »
attendees find your event.

3. Location.

®  Venue — Use the search bar below
w "
Venue" to search for a venue, address, or
city. If you select a venue and need to
remove it, click the search icon.

= Online event — Use for events that occur
online only. This helps make it clear to
attendees your event is virtual (not in-
person).

Location

= To be announced - Use temporarily while
you decide on a location. Make sure to
update after you decide on a location. -

:

|/
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EVENTBRITE — THE BASICS (CONTINUED)

Date and time

m  Enter date and time
information.

ced sstti
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EVENTBRITE — THE BASICS (CONTINUED)

Main Event Image

Drag & drop or cliok Qr.mr event image

|. Add an image.
Description
2. Provide a summary of the event.
3. Provide details for the event. 2
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EVENTBRITE — THE BASICS (CONTINUED)
EES

. Add Ticket
Test event for

Technology Peer

Group Meeting

m Create a ticket

, °
®  Free tickets — no
@ Create your first ticket
charge to use &

Eventbrite.

= Paid and donation
tickets - you will be
charged a transaction
fee.You can absorb
fees or pass on to
purchaser.
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EVENTBRITE —THE COST

Find the solution that's
right for you
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EVENTBRITE - MANAGE YOUR EVENT

1,1 Live €y Public eait 102 Tickets Sold / 6,098

0 daya: $29,337.34 PayPal [sdit

L] lnmui'-':'-ﬂ visa @

Gross sales

Sales by Ticket Type

ﬁﬂu@’ FEBRUARY 2020 Pscksgs B - Enhancsd Convention Reaistration 3420.00° OnSele  4/10/2011:59 PM 26
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RESOURCES

Facebook

m  https://www.tech-recipes.com/rx/63107/how-to-create-facebook-event-on-
android/

Google

®  https://support.google.com/calendar/answer/37082?hl=en

Eventbrite

®  https://www.eventbrite.com/blog/academy/eventbrite-on-demand-demo/

m  https://www.eventbrite.com/organizer/overview/

®  https://www.eventbrite.com/support/articles/en_US/Multi_Group_How_To/how
-to-create-an-event-using-our-new-event-creation-experience?lg=en_US
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