1) To get started, enter this
address into your internet
browser whenever you want to
go to the Council website

2) Log into the website with
your User Name and Password

3) Click on this “EVENTS” tab to
go to the next page ….

If it’s been a long
time and you don’t
remember your User
Name or Password,
click “Forgot” to get
some help.

If you’ve never logged
in before, click
“Register”. This will
set you up with a new
Name & Password.

You are now on the EVENT
INFORMATION & SIGNUP page

You’d click here to go to the
Menu of all our upcoming
Events

Because we have so many
Council Events, we’ve broken
them into two-month intervals
…. for example, these are the
events in August and September

You’d click here for a menu of the
upcoming Events in other months

This arrow symbol means there are
still more August/September Events
– you would click on this arrow to
see the rest …

You could click on any of these
tabs to jump to the page
describing that Event

…. If you’d clicked the arrow on the
previous page, you would see these
additional August/September Events

These are the October & November
Events you’d see if you’d clicked on the
October/November option in this list

As you can see, so far
we’ve only loaded our
Events through the
first of next year. More
are coming shortly.

So, this is what the top part of a
typical Event page looks like ….
this one’s for Manna Meals

There will always be a description
of the event at the top (usually a
picture too)

There may be additional links
imbedded in the text that you can
click on for further info

Sometimes there’ll also be other
helpful information (maps, etc.)
in attachments that you can view
by clicking on the file names

Here you can always find the
date, time & location of the
event
Click on this envelope to send
an email to the event chairman

Now let’s look at the bottom of an
Event page ….

Below the description of the Event
you’ll always find a sign-up section

In this example, if you wanted to
sign up for the 2:00 - 5:00 shift,
you’d click here to put a checkmark
in the box ……

…. and then click on this button

Okay, you’d next see this page,
where you tell us who’s signing up for
that slot you checkmarked on the
previous page

Q: Why do we ask for
your email address?
A: So we can send
you a reminder a
couple days before
the event

Click here when
you’re done, and
you’ll now see your
name in the proper
slot on the signup
sheet

The easiest way to sign up
is to click the “I DO NOT
HAVE AN ACCOUNT”
button and then enter your
name, phone number and
email address ….

Here’s where you tell us
how many you’re signing
up for the event

…. however, if you want, you can
check this box and set up an
account, which will save you from
having to type all your personal info
every time you sign up for an event
in the future

Remember, you can always
view this guide again
through the website

