
Steps to Create an Event 
Step 1: Go to troop325.com


� 


Step 2: Click on “Login” in the menu bar


� 


http://troop325.com


Step 3: Enter your account information and Login


� 


Step 4: Hover over “New” and select “Event”


� 




Step 5: Set the title, description, and event dates


� 


Step 6: Set the event location and category


� 




Step 7: Enable bookings for the event, and enter the 
red event details as show below


� 


Step 9: Publish the event


�

Change this to “[Name of the Event] Ticket”
Change this to the appropriate price, if none under 0
Change the number of spaces to what is necessary 

1
1

Date to start allowing people to book spaces for the event
Date to stop allowing people to book spaces for the event


