
A. Add Event: Options, Title, Where

Simple titles are best. Don’t 
include the event producer name  

or venue in the title.

Always select a venue from 
this list, if available, rather than 

adding a custom address.



B. Add Event: When
In the “when” block, you will indicate when an event occurs. There are four ways you can indicate an event’s 
schedule in Ithaca Events: (1) as an exhibition event that spans a duration of days (like a museum or gallery 
exhibition), (2) as a one time event that happens a single time and typically on a single day (except for events 
like the Ithaca Festival which is entered as a single event, but spans several days), (3) as a regularly repeating 
event that happens more than once, and at a regular time, at a regular period (daily, weekly, monthly, etc.), and 
(4) as a non-regularly repeating event that happens more than once, but not at any regular interval (like a play 
with several performances on different days).

1 - Exhibition Events

2 - One Time Events

Select the start date. In most 
instances, a one time event ends 

the same day it starts.

Select a start time. 
Specifying the end time is 

optional.

When you begin defining an 
event’s schedule, you will need to  

answer one or more questions 
about your event.

For exhibitions, you will need 
to enter the start and end date for 

the exhibition. Then enter the 
hours of operation above.

One-Time Events are events 
that happen one time, and 

usually on a single day.



3 - Regularly Repeating Events

Select the date of the first 
occurrence of the event, then the 

repeating interval, and then the date 
of the final occurrence of the event.

Select the time(s) this event 
happens. Selecting an end time 

is optional.

Regularly repeating events 
take place on a daily, weekly or 
monthly schedule. This sample 
event occurs every Tuesday for 

two months from 6 to 7pm.



4 - Non-Regularly Repeating Events

Select the date and time(s) for 
the first occurrence of the event.

Select “add date” to add the 
next instance / performance of 

the event. This will reveal another 
date area below.

Continue to add dates (and 
times) until you have entered all 

instances of this event.

Notice that on this date, 
there is an evening and a 

matinee performance: add as 
many performances on a given 
day as you need by clicking on 

“add time”.

Non-regularly repeating 
events take place more than 

once, but not at a set interval. 
This sample event has four 

performances divided between 
three days



C. Add Events: TicketsCD

D. Add Events: InformationEEE

E. Add Events: Categories and Themes

Select this checkbox only if 
your event requires tickets.

If you are not selling tickets 
through the ticket center, you must 

enter a phone number for ticket 
information.

The event teaser should ideally 
be a single fairly short sentence. 
The event description can be as 

long as you need it to be.

Add any information helpful to 
customers about tickets here: i.e., 
discounts for students and seniors, 

also available at the door, etc.

Enter the phone number people 
should call to get more general 

information about the event.

Choose up to two categories 
and three themes. You must choose 
at least one of each. These will be 
used for categorization and browse 

purposes in Ithaca Events.



F. Add Events: Other InformationG

G. Add Events: Submit 

Enter wherever you have an 
appropriate photo. If you do not 

have a photo, the event producer 
photo will display with the event. For 
best results, the photo you include 

should be at least 300px high x 
400px wide (but not too much 

bigger). Horizontal images work 
best.

The intended age primarily 
refers to events aimed at kids: the 

range will be a guide to parents. The 
minimum age allows event 

producers to exclude kids under a 
certain age.

Be sure to submit your event 
before navigating away from this 

page, or the event will not be saved 
to the database.




