
 

If you have any questions, please open an event support case 

 
 

---------------------------------------| Create & Edit Content Pages |----------------------------------------  
 

Using the Edit Tool 
 

1. Click the pencil icon  to open your website for editing! 
 

2. Save  your changes often  
 

3. Click the X  to close out and automatically refresh your page 
 

4. Click the page icon  to open the Page Manager 
 
 

 

 

Create a Custom Page 
 

 
 

 

 

 

Publish your page to add it 
to the More Info section 

 
Create a custom page by 
giving it a name and SAVE 

 

https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf


 

If you have any questions, please open an event support case 

Manage Custom Pages 
 

 
 

 

 

 

Customize Your Page 
 

 
 

Add new sections from the 
template library to build your 

perfect page 

Delete your pages 

Click the page name to 
edit it 

Import custom pages 
from last year 

Publish your page to add it 
to the More Info section 

 

https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf


 

If you have any questions, please open an event support case 

 

 

Edit Event Details Page 
 

 
  

Select a template to 
add to your page 

Publish each 
section 

Sort and delete your 
sections 

Edit default 
page content 

Add additional 
customization with 

any of our templates! 

https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf


 

If you have any questions, please open an event support case 

Edit Local Sponsors Page 
 

 
 
 
 

 *Suggested Image Sizes for Image Templates: 
 

Image & Text: 250x250 px 
Image & Caption: 800x400 px 
Banner Image: 1440x350 px 

Edit default 
page content 

Display sponsor grid or 
recognize sponsors 
however you wish! 

Add additional 
customization with 

any of our templates! 

https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf

