
 
Entering an Event Online 

 
 

How to Enter Event Information Directly Online 
 
 
It’s Easy to Enter Your Event Online! 
 
To ensure all event information is entered accurately, organisers can enter their 
events directly at http://www.professionalway.com.au/users/index.php?type=event .  
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Two Easy Steps 
 

• Step 1 You need to register your organisation online first if you haven’t 
completed this step - go to:  

 
• http://www.professionalway.com.au/users/index.php?type=event – this 

process takes about 30 seconds. 
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If you are registered, you will get this screen – Add another person if necessary.  
 

 
 
• Step 2  If you have all of your event information ready to process, it should 

take you less than 5 minutes to complete your event entry. (First time users 
may take a little longer.) 

 
Once you log in, you will see the following screen:  
 

 
 
You can choose to create or update events or change your details.  
 
 
 
 
 

 

P

 2 of 4                       www.professionalway.com.au

 



 
Entering an Event Online 

Create or Update Events (first tab) 
This is the screen you will see. 
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Now you can enter your event information. 
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Needing Assistance? 
We are happy to assist you regarding any questions you have about entering 
information online. If you require us to enter the information for you, there is a fee 
associated of $55.00 (including GST) for each event. 
 
 
The Deadline 
Please note the newsletter is published and distributed on Wednesdays and the 
deadline for entering material is noon on Tuesdays.   
 
* Please refer details on our site –
http://www.professionalway.com.au/terms_organisations.htm 
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We look forward to seeing your event in the next newsletter. 
 
 
Contact Details 
 
E-mail: info@professionalway.com.au 
Phone: 1300 PROWAY (1300 776 929) 
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