
How to: submit an event

All registered (and approved) users of the FIRST  website are allowed, and in fact encouraged to submit 
events on the FIRST website.

Our website is the way we present ourselves to the world, and it should be used to draw attention to 
what we are doing. It should also function more as a place of reference for members of FIRST, thus it 
should contain relevant information for them!

Anything from for workshops to relevant courses to workshops or lectures, can be and should be placed 
on the site’s calendar. 

We hope this how-to will help you through the process of submitting an event. If you have any questions 
or are experiencing problems submitting your event, please feel free to contact our administrator, Renée 
Michan by sending an email to: dutchgirl@itu.dk.

http://www.first.dk/
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Step one

Please go to the FIRST website (www.first.dk), and log in using your username and 
password.

Step two

In the menu, select ”User menu” ->  ”Submit Event”

http://www.first.dk/


Step three

In the ”Details” section, you can give your event a title, and select where it will take place
(venue), and to what category it belongs. All venues are set, if your event takes place at a 
venue that is not on the list, please contact Renée Michan at dutchgirl@itu.dk.

Date and time should be filled out according to their respective formats, of which you can see
an example by hovering the mouse over the little lightbulb icon to the right of the editing
fields.
!Please note! Do not forget to fill out the end date and time. If it is missing, your event will
not show up in the calendar.
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Step Four

Indicate if you want people to be able to register for your event (only logged in members
of FIRST are able to register), and if the event is repeated daily, weekly, monthly or not at 
all. If the event is repeated, please remember to indicate an end date.

Step Five

Write something on what your event is about under ”Description”, using max 1000  
characters.



Step six

When your description is done, scroll all the way up again and click on ”save”. 

The article has now been submitted for approval by the administrator. The website will
be checked twice a week for new events, so it might take a few days to show up



Events that have been submitted by you can be edited after they have been approved by 
the secretariat.  You can do so by finding your event in the calendar and clicking on it, and 
then clicking on the small icon behind ”Event” in the upper left corner, of the page. 


