
Welcome to the New District Events Posting system. 

This document should serve as your guide on Viewing, Posting, Editing or Deleting events into our District 
and Club Events on the District Website. 

Let’s get started. 

First, visit our District Website at www.a15lions.org 

Once there, look on the menu bar (to the left on most desktops, in the menu list in smaller format 
devices like phones and some tablets). For the purpose of this document, we will be using desktop 
examples to explain the process. 

 

GO TO MAIN PAGE: www.a15lions.org  

 

 

On the MAIN PAGE, click on the District Events item on the menu bar. 

This will display the complete list of Current or Future Events. The list is displayed in date order, 
ascending with non-dated events at the top. 

http://www.a15lions.org/
http://www.a15lions.org/


 

 

This page shows the event Date, Name, Zone, Club (or District if a District event), Contact, Email and 
Flyer/Poster if supplied. 

If you click on the Event name, you will be shown the event details including any included 
image/poster/flyer. 

 

  



 

As indicated, you can then return to the List of Events page, Add and new Event or go to the  

Edit All Events page to select to update, clone or delete an event. 

  



To ADD a new event. 

To add a new event, click on any link that reads “Add a New Event”. When you do, one of 2 things will 
happen. If you are not already logged into the District A15 Site, you will be prompted to enter a user name 
and a password. This information has been sent to your club emails in 2 previous emails. As a member, 
you may request the password.  

NOTE: This account is shared with all members of District A15. To ensure that any events that you post are 
not modified by another member, we strongly suggest the additional use of a passcode when entering 
events. This will be discussed in more detail on the next few pages. 

MEMBER LOGIN SCREEN 

Enter the district assigned username and password when asked. Click OK to proceed to a secure page. 

 

Once you have logged in, you will be taken to the Add a New Event Screen 

  



NEW EVENT SCREEN 

Now, this is where it gets interesting! 

 

Step by Step approach to Adding a new Event. 

1) Enter your name in the Submitter name field. This name will be used to contact you should we find 
any issues with the event posted. 

2) Enter your Submitter email address. We will use this information if we need to contact you regarding 
this posting. 

3) Chose a Submitter Passcode. This passcode allows you to secure your event posting against editing 
by anyone other than a person who knows the Passcode. IMPORTANT: If left blank, any person logged 
in will be able to edit the event. We recommend that you provide a Passcode for each event. It can be 
the same for all events you post but you should only share this with someone authorized to make 
changes to your post(s). 

4) Select your Club Name from the dropdown list. HINT: Type the first letter of the Club Name to find it 
quickly. 
NOTE: If this is a District wide event, such as training or other district activities, please select “A15 
District Lions” 

5) Enter your Event Name. It does not need to be lengthy as the next field will allow you to enter a more 
detailed description. 

6) Enter your Event Description. (max. 1000 chars.) 



7) Enter your Event date in YYYY-MM-DD format. Leave blank if the event is ongoing or is not held on a 
specific date. 

8) Enter your Event time (Freeform). Indicate AM or PM in the time field. 
9) Enter the Event duration (Freeform) in hours, days, etc. 
10) Indicate Recurrence if your event is recuring. 
11) If recuring, then indicate number of Occurences. 
12) To upload a poster/flyer/document, please check the Event poster checkbox and then click on the 

[Choose File] button to upload an image, pdf or word document (image works best). Please keep file 
names relevant to the event and less than 64 chars if possible). 
(Once uploaded, the uploaded file name will appear below the ‘Browse’ button.) 

13) Enter the Event contact name. This would be the person responsible for the event and may or may not 
be the same as the person posting this event. 

14) Enter the Event email. This would be the email of the person to be contacted regarding the event 
posted. 

15) Leave the Event deleted field unchecked for now. The use of this field will be explained under the 
Event Edit section of this document later. 
 

16) Lastly, and importantly, review your event information and when ready, click on the [Submit/Update] 
button. (Please disregard the Clone button at this time) 

 

  



If you are successful, you will receive a confirmation screen showing your event was posted and you 
will also receive an Event ID. 
 
 The screen will look like this… 
 

 
  

 

  



To EDIT an existing event.  

Go to the Event Edit page and select the Event that you wish to update by clicking on the Event Name 
link. 

 

 

You will be presented with the Event Details for the event you selected. You can then edit this event. 

  



NOTE: If you entered an Event Passcode, you will have to enter this passcode or the Edits will not be 
committed when you submit the change. If you entered the event without a Passcode initially, you may 
update it without a Passcode.  

 

Once you click on the [Submit/Update] button, your changes will be applied. Note that you will also 
receive confirmation of the changes in the body of the event form. 

  



To DELETE an existing event.  

Go to the Event Edit page and select the Event that you wish to update by clicking on the Event Name 
link. 

Enter the Event Passcode (if previously entered) and check the Event Deleted checkbox. Click the  
[Submit/Update] button. Your event will be flagged as deleted but will not be deleted from the event 
database. It will no longer show on the Event Listing but will be available to “undelete” if accidentally 
deleted. 

 

 

  



To CLONE an existing event.  

Go to the Event Edit page and select the Event that you wish to CLONE by clicking on the Event Name 
link. 

Enter the Event Passcode if previously entered. Then click the [CLONE] button. This will clone the current 
event displayed and allow you to add an event “Just like the event displayed” but with possibly a new 
date, time, poster, etc.  This is especially useful to enter repeating events that are held at different 
time/dates. This can save a significant amount of time by adding the “same” event when there are only 
minor changes. 

 

 

We hope you find these instructions useful. 

Please let us know if you have any challenges adding your events or have any additional 
recommendations to improve the use and enjoyment of this new District A15 website feature. 
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