How to upload an
Event on the FinanceMalta website

MEMBERS AREA

1. Click “Members Login.”
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2. Fill out your credentials and press “Log In.”
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3. Once logged in, you will be directed to this page. Hover over your company name, the one
next to “Members Area”” and click on “Create Event” in the drop-down menu.
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CREATE EVENT

TITLE: Insert title of Event

CONTENT: (Optional) write a short description of the event ONLY. No other details go here.
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IMAGE: Add Image according to the file size indicated.

FINANCE SECTOR: Tick if applicable.

Howdy, Finzncotd s [

N & Fronmotasta F° curtome # wow @ Eltsage Ol @ Hummingono

Meihers Aree % Flnaree Malia o

Fegtuied mmags *

Finance Sectors



CORE FIELDS

EVENT DATE: Select the date from the calendar and enter start time of the event

EVENT END DATE: Used ONLY for events THAT take place over multiple days. If your event starts
and ends on the SAME DAY, leave this field blank

VENUE: Location of event, or Online
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ORGANISER: Insert name of company.
TIME: Starting time to finishing time e.g. 09:00 — 12:30
ORANGANISER LINK: Either company website or event page on company website.

ORANGISER LINK TEXT: leave blank.
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BOOKING LINK: Insert booking link of event

BOOKING LINK TEXT: leave blank.
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STICKY NAVBAR & OVERVIEW

STICKY NAVBAR: leave blank.

OVERVIEW: leave blank.
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WHY ATTEND

This is a bullet points field. Do NOT include paragraphs of text here.

Subtitle and Title can be left blank. If you would like to write something else, for example: “Why
should delegates attend?” in both subtitle and title that text will show.

Show Register Button? Leave unticked
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FACTS: Press Add Row for each bullet point.
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Title

AGENDA

Subtitle and Title: leave blank.
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CONTENT: Write event overview in text box (see image below)
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SCHEDULE

Text should only be added in the boxes as shown in the image below
Click Add Row for each agenda point

e.g. 09:00 (Time) / Registration/Session 1 (Title) / description where applicable (Content)
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The above is an example on how the information of the schedule should be inserted. The agenda of
your event will look something like the above when event is published.

CTA URL and CTA Title: leave blank unless you have a downloadable pdf file to insert e.g. agenda
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SPEAKERS

Subtitle, Title and Content: leave blank.
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Add Image, Name, Designation and Content (bio) for each speaker. (Optional) Insert Linkedin URL
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Click on Add Row. You will see the below screen.
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Press Add Row for each speaker. Do NOT put all the speakers in one box.
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CTA URL and CTA Title: leave blank.
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LOCATION
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Subtitle and Title: leave blank.
Content: write the location of the event
Address: write down full address (option)

Latitude and Longitude: insert data (optional)
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PRICING AND REGISTRATION

Subtitle and Title: leave out
Content: applicable if there are different pricing tiers e.g. Members: €10 Non-members: €20 etc
Price: ONLY price goes here e.g. €20, or range e.g. €10 - €50. Do not write text here

Price Subtitle: leave blank
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CONTACT

Subtitle and Title: leave blank
Contact person image: upload if applicable.
Contact person name: Full name of person to contact regarding event

Contact person email: email of said person

SPONSORS

Leave blank
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