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ecure | https://www.kalamazooarts.org/user/dashboard

Sites @ KalamazooArtsorg ¢ Customize + New 2 Edit Page

« Once logged in, you
will be taken to your
dashboard.

NEWS

HOME ABOUTUS PROGRAMS GRANTS ARTSCALENDAR CONNECT SUPPORTTHE ARTS MEMBERSHIP

DASHBOARD ?
Welcome to your dashboard sliakos!

+ To submit an event, T - ~
click ‘Post A New v
Event’ button under
the 'Quick Links'’ -

section. el | h cussreo [ romauewer [

# POST A NEW CLASSIFIED

ACCOUNT & 3
You can manage your individual artist profile, organization or business profile, post and edit events, bookmark your

ORGANIZATION/ 5 favorite listings, and more. To return to your dashboard at any time, click “My Account” in the upper right corner.

HIE IMPORTANT: If this is your first time submitting an event, you will need to FIRST create an organization/business

EVENTS profile, or if you are an artist, you will need to create an artist profile. You can do all of that using the links in the
tool bar above.
VENUE

a
&
=
i
m
7
B

(jobs, auditions, calls for artists, volunteer opportunities)

 You can also click the
events tab on the left
side of your dashboard

If you need assistance, please contact: info@kalamazooarts.org

Thank You to our Partners for Supporting our Programs
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lamazooArtsorg ' Customize B 4+ New ¢ Edit Page

%~ ACCOUNT

The first information you will orcavzATON

BUSINESS

include about your event will be evens
the event name, summary and et My il
description.

VENUE

Shor’r summary (Up to ARTIST
The summary can be no more 250 characters)

than 250 characters, including e
spaces.

CLASSIFED

The description can include as s 1% V
much detail as you like e B

4 DASHBOARD

Enter Event Details ' Erter Dates & Times Preview & Submit 13 £

ENTER EVENT DETAILS

Art Hop

Title may not exceed 100 characters, incl

Summary: A short, promotional summary of your event (1 sentence)

Held on the first Friday of every month, Art Hop is a program of the Arts Council of Greater Kalamazoo -
an evening of art exhibits and events, one of the great things to do in Kalamazoo.

Description: A more in-depth explanation of your event (1-2 paragraphs)

Q4 2 Medi
4] Add Media Visua Text

b i link b-quote del ins mg ui ol li code more close tags
Art Hop is a free event held on the first Friday of every month, it is something you can do

alone, with friends or with family that’s fun, interactive, and a great way to explore our
downtown. And you don’t have to be an “artist” to enjoy it.

Make sure to include your (LR 7. S
organization’s websitel L

v

The Arts Council is funded by the generous support of the Irving S. Gilmore Foundation, the
Harold and Grace Upjohn Foundation, Dorothy U. Upjohn Foundation and the Michigan Council for
Arts and Cultural Affairs with additional Art Hop sponsor D. L. Gallivan.

Your organization's
website «‘— = | —P hitps://www kalamazooarts.org/art-hop/
(g
54
R ol ‘ Presenting Organization/Business
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Select your organization from the
drop-down list.

If your organization is not in the
database, you will need to add it
using the “Add New Organization”
button.

Include any co-presenting
organizations for the event.

Select a primary category for your
event. If the event is free, your
primary category should be “Free
Events.”

Select any secondary categories,
such as “Kids & Family” or *Music.”

- ‘
o
B * <

|
»

o o8

https://www kalamazooarts.org/art-hop/

o (VY
Presenting Organization/Business

SELECT REGISTERED ORGANIZATION/BUSINESS (*)

Please select the presenting organization/business of your event from the following drop menu.

»
P | Arts Council of Greater Kalamazoo 5.2

Don't see your organization/business in the drop menu?

ADD NEW ORGANIZATION ‘

|-
P Art Hop > 24 R

ADD CO-PRESENTER ‘

Select a Primary category type first:

Now select any Secondary categories that apply:

{ & hor ® Kids &
[ ¥ Dance Literature & Poetry
>
Im & Vide ¥ Music
Theat
¥ visual Art

o Ny
il 3" _

B
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<+ New

Include tags for your event.
Good examples of tags are
the style/genre or music, artist
name(s), venue, visual art
style, etc. You can use up to
10 tags per event.

In the admission category,
include ticket prices and
discounts. If the event is free,
enter “Free Admission.”

Include contact information to
purchase tickets. If your event

is free, do not include a ticket

website.

Phone number to
purchase tickets

Email to purchase

»

Edit Page

TAGS

To include a tag with your listing enter the tag in the field below and then click the "Add Tag" button to confirm. You
can enter more than one tag by repeating this procedure. Good examples of tags are the name of the
neighborhood where your event takes place, the style/genre of music, cuisine type(s), artist name(s), venue, visual
art style, etc. Please limit tags to no more than 10 per event listing.

Tags

Ticket prices,
discounts, efc.

»
» Tag Name

Add Tag

® art hop X pottery X rock music

Ticket / Admission / Registration Information

Please list your ticket contact information below. Please be as detailed as possible with ticket prices, when tickets
are available, if available at door. locations for the seats, and discounts for different groups (Seniors? Students?
etc.). Enter "Free Admission” if the event is free and open to the public.

Q3 add Media

Visua Text

b || i || link

b-quote | gt | ins | img | ul | ol | li| code | more  close tags

Free Admission.

Tickets available in advance online or at the door the day of the event.

—eeeeeeBp Students & Seniors: %5

Adults: $18
Children 5 and under: Free

Please enter the phone number that patrons should be directed to for either ticket or general information about
your event.

Ticket
website

P 269-342-5059

l Ticket Website (do not use if your event is Free)

hitp:fikalamazooarts.org g

5 info@kalamazooarts.org

fickets

|
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kalamazooarts.org/user/add-
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Venue/Location Info

SELECT REGISTERED VENUE (*)

* Add yoUr Ve.nue’ YOU CGn SeGI:Ch for SeOrch for your Please select the venue/location of your event from the following drop menu:
your venue in the database with the venueinthe — 5 .

: database
d ro p_d OWn I IST . Don't see your venue/location in the drop menu?
Create anew ——» ADD NEW VENUE

venue

« If you cannot find your venue with the [
Search TOO'/ yOU Wi” need TO CreOTe O IMPORTANT NOTE ABOUT IMAGES: In crder for your event to be considered for featuring, we must have a

. . professional-guality promotional image to display with your listing, A single event image and up to 5 additional
n eW Ve n U e . Th |S Ve n U e WI | | Th e n be gallery images may be uploaded along with your event listing. The primary image will be the default image

dizplayed with your event. The gallery images will appear on the event detail page under the “Media Gallery”

added to the database for later use.

Images must be in .jpg. .jpeg or .png format ONLY and no larger than 1 megabyte. Your PRIMARY image must

« Upload a primary image for your o o o ot s o e e e e e
event. This will be the first imGge PRIMARY IMAGE  Callery
visitors see on the event page. Images ") crop photos
must be in .jpg. .jpeg or .png format. N RN .
Your primary image must be at least Upload an > : o,
300x300 pixels. You can edit and crop eventimage

the image once it is uploaded. \\

U o
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Include any featured artists located in
the Arts Council database. If an artist
does not appear in the database, you
can include their name in a tag.

You will be asked to include your
contact information. This information will
not be public. It is used so that the Arts
Council may contact you if we have a
question about your event.

You will then proceed to step two of
submitting the event.

If you need more time before continuing,
you can save a draft of your event and
come back to it at a later time.

hazootrtsorg ' Customize B 4+ New

Featured artist(s)

¢ Edit Page

Your contact

v

Anna-Marie Parthun nne Anson

Annie Burch Antheony Steinberg

Anthony Rizzolo April Peebles
Ariana Leigh Ariel Wilsen
Arnie Johnston Ashley Beach

SHOW MORE

Your Contact Information

C

ontact information is necessary in case we need to follow up with you regarding your

information will NOT appear on our website,

info

v

Proceed to
STEP 2

Stephanie Liakos

sliakes@kalamazooarts.org

269-342-5059

Unable to complete your event submission at this time?

You

saved event under the "Drafts" tab of your user dashbeard's "Events” section.

submission

can save what you've completed so far and log back in later to complete your submission

. You can find your

. This

/
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Step two of submitting an event includes
setting the event dates and times. You
will need to select the event start and
end date. You will also be asked to
include the day(s) of the week that your
event takes place.

Next, you will need to set the event
times. A start time is required for all
events, while an end time is optional. If
the event occurs at the same time for
every date, you may click “Apply to all”
to apply that time to every date the
event takes place.

Include any additional time information
about your event, such as a pre or post-
event reception, or post-show talks.

Ps://www.kalamazooarts.org/user/add-event/step-2b/21332

mazooArtsorg # Customize B V4 Page

ORGANIZATION/
BUSINESS

EVENTS
EVENTS

Event dates — IMPORT

: ) VENUE

m
.’ ARTIST
Ej

CLASSIFIED

v

Additional fime

DATES AND TIMES

PM @ E

PM @ (optional) APPLY TO ALL

Oct - Oct(2018)

SUN MON TUE WED THU FRI SAT

Please add any additional time information about this event, such as pre or post-event reception, post show talks.

Q3 Ad d
43 Add Media Visua Text

b i link b-quote det ins mg ul ol li code more

close tags

», The event will be followed by a reception at the Epic Center.

information

»
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«azooArts.org # Customize

Before you submit your event,
all of the event info will be
shown to you to confirm.

If all of the information looks
correct, you may submit the
event listing.

If something looks incorrect,
click “Return to Edit” and you
will be taken back to edit the
event.

Note: once you submit an
event, it will not be public. The
event will first be reviewed by
the Arts Council.

Edit Page

Children 5 and under: Free

Ticket / Info Phone: 269-342-5059

Buy Tickets
|

a Contact Info
Contact name: Stephanie Liakos
Contact email: sliakos@kalamazooarts.org
@ Dates & Times

Dates: 2018-10-10 - 2018-10-10
Additional time information :

The event will be followed by a reception at the Epic Center.

S Official Website

Venue Info

Epic Center

Submit event for review

359 S. Kalamazoo Mall, Kalamazoo, M| 42007

” RETURN TO EDIT SUBMIT LISTING

Go back and edit
event details




Questions®e

N areaier s N |V Call or email us:

arts council

269.342.5059
info@kalamazooarts.org




