How to Sign Up with KHSL/KNVN and Post a Community Event:

-After this process you will be able to: 
-post community events

-post your pictures

-comment on blogs
-enter contests to win prizes
-receive email alerts
1.) Go to www.community.khsltv.com and in the upper right click the link called “Join” if you don’t have an account.  If you have an account, go to step #4.
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2.) After clicking this, it will bring you to a new page where it asks you to login, if you have an account login on the left side.  If you don’t, start an account by clicking the link “Not registered with us yet? Join for free!
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3.) Fill out all the text fields of this form.  Remember the email and password you fill in as you will be using that to access our community site from now on.  When you are done click the “Submit” button.
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4.) If you don’t automatically get redirected to the community site.  Go back to www.community.khsltv.com and click on the link, “Community Calendar” in the top navigation.  Make sure you are signed in at the top right of the page.
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5.) You will now see our calendar section, to access our community calendar, click the link on the right side called, “Community Calendar” which is under, “Calendars”.  
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6.) The page should have refreshed and now you will see a box available on the right side which reads, “Common Tasks”.  Click “Submit Item” which is the first option inside of that box.
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7.) The new page that comes up is where you fill in the content for your event.  There are 4 tabs (compose, details, recurrence, and options).  In Compose, give the event a title.  Choose the date by clicking the calendar picture just to the right of the date in bold.  In the text box below that, fill in your information.  Feel free to copy/paste information from a word document or other application.  If this is all the information you want to fill in, you can submit now by clicking the button, “Post Item”.  If you want to add in more, go on to step #8.
[image: image7.jpg]Submit a Calendar Item

post your calendr item.

Compose | "O¥kais | Recurrence | _Optons |

W

To add additional dstails like time, cost, and website, please switch to the "Details" tab.

Event Date
December 30 2008 ||

Message

B 7 Uabelld @ |4 a@X9 o

2 Desin] 3 HTML





8.) Click the “Details” tab.  In this tab, you can cleanly present the quick facts about your event, making it helpful for viewers.  Just fill in all the text fields, feel free to leave blank the information you don’t have.  Mark off the categories your event fits into and then click, “Post Item”.  Your event has now been posted… please give us 48 hours to approve the event and then it will be posted to the calendar for all to see.
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