
Information for Group Coordinators and Event Organisers on how to make 

changes to your Event details 

How to edit the event you are organising 

On the Event Page you will see 4 icons in the top right hand corner to help you do this. 

Select as appropriate. 

 

 Edit Event 

 Edit Event Attendees 

 Email Event Attendees 

 Print this page 

To edit your event select the  icon. All the posted event details are accessible for 

amendment. You will see there is a new way to amend the date using a date picker and 

a link to edit the map (if there is one posted) but all the other areas are self explanatory.  

If your event has to be cancelled for any reason you can add a automated message to 

the event page and also to the event listing by checking the ‘Cancelled?’ box.  

Remember to  

 



This is the message displayed on your ‘Event’ page 

 

This is the message which is displayed on the ‘Event’ listing 

 

 

Very occasionally you might need to add a co-organiser. To do this you highlight their 

name from the list. !!TAKE CARE please ensure you select yourself as well or you will 

lose your permission to organise!! 

 

Add or amend the details which describe your event. 

 

 

As normal please remember to select   



To add or remove members to or from an event select the  icon 

This page lets you view current members signed into your event and allows you to 

add and remove attendees to the event as appropriate. 

A list of members not currently                      A list of current attendees and their                 

signed into your event.                                  meal choices. 

       

      A list of attendees in case someone 

      cannot attend after signing into the event. 

 

 

 

 

 



 To Email Attendees. 

To email the event attendees select the  icon from the top of the event page. 

All the names (in alphabetical order by surname) and email addresses are shown in a list 

for you to either select individual members or email your whole group. 

To select individual or multiple members highlight their name(s) and press  

To select all event attendees press  

If you make an error you can remove the names by pressing  

                                     or  

 

Add your message and attachments if appropriate and press    

 


