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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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To list an event, login to gain access to your account

For Canberra
Professionals Email Address:

Password: Forgot your password? Email it to me.
Join up for your FREE got y p

weekly event listing @

email

Change your data,

suspend or cancel Mot registered to list events? Join up here
your email service

Search for upcoming

events

For Event
Organisers and
Advertizsers %

List an Event

Advertise

Terms & Rates

Two Easy Steps

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

. YOUR PROFESSION, YOUR EVENTS.

e http://www.professionalway.com.au/users/index.php?type=event — this
process takes about 30 seconds.

IT Specialists / gngi

Scientist
Professionallllay o2 Managers
Lawyer
Youl our events...by email™ A ] 1
1} Home Register to be able to list events or advertise, and then enter them immediately
For Canberra Step 1
i nena Check to see if your organisation is registered. |
' ' | -- Please choose an option -- '
If not, selected 'New Organisation’,
Join up for your FREE
weekly event listing [
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T S[Jt‘f alists Sg; ACT Planning and Land Authority
ACT Writers Centre

ProfessionalWay \CTION Internation

Amnesty International Australia
ANU
ANU - National Centre for Epidemiology and Population Health
Register to be able to list events or advertise, and thANU-Australian Centre for Indigenous History
ANU-Humanities Research Centre
ANU-National Europe Centre
=) SiEpd ANU-National Graduate School of Management
Professionals Check to see if your organisation is registered. | ANU-National Institute of Economics and Business
If not, selected 'New Organisation'. }ANU-National Institute of Enqgineering and Information Sciences
<Join up for your FREE ANU-Research School of Pacific and Asian Studies
:'r:‘i:'"' Gl Anutech Pty Limited
APICS NSW Chapter - APICS ACT Chapter
Change your dat: Apis Consulting Group
T ASF Limited
‘your email servi Asialink
Search for upcoming Association for Learning Mandarin in Australia (ALMA]
events Association of Professional Engineers, Scientists and Managers, Australia {APESMA)
Association of Superannuation Funds of Australia (ASFA)
athol.yates@homelandsecurity.org.au v

If you are registered, you will get this screen — Add another person if necessary.
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Y Home This form is for your organisation to add an additional person to enter events or adverts.

For Canberra Step 1

Professionals
Your organisation:

Join up for your FREE

weekly event listing Step 2 - Details of person entering events and/or adverts (Note: Fields with an = are compulsory)
o) Do you want to enter: * [~ gyents [ Adverts
Change your data, .
suspend or cancel First Name:
1
oo Last Name: =
Search for upcoming )
events Email Address: =
Password: ~ (at least & characters)

For Event Confirm Password: =
ity Submit registration
Advertisers

List an Event [%

e 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:

Professi

onallllay e

Your profassion, y

Create or update ST pRE Change your
e subscription | detail Logout
options personal details
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Update my details
First Name: karen

Last Name: paxton

Email Address: [Change my email]

Update my details @

Update my password
0ld Password:

New Password:

Confirm New Password:

Update my password

You can choose to create or update events or change your details.
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Create or Update Events (first tab)
This is the screen you will see.

Professionalllay e

by email™

Change your
subscription
options

Create or
update events

Change your
personal details

Create, edit, delete or duplicate an event

Create a new event

Edit Delete Duplicate Media and the Olympics Seminar

06/10/2004 24/09/2004

Legend
Draft You have yet to enter all the details required or have not confirmed the information to be included in the email. You need to edit the event
i and go through each step.
pend Your event has been submitted for approval to the Professional way administrator. We will email you confirmation of event approval or
St otherwise within 24 hours.
Approved The Professional Way administrator has approved your event and it is/will be included in the email newsletters.
The Professional Way administrator does not consider this event as being appropriate for the email newsletters and the event will not be
Not approved i, dag,

by
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Now you can enter your event information.

ProfessionallWay e

Change your
Craateor subscription Crangfg;u.rl Logout
update events L personal details

Event Details

Event title:
(Max § words)

Event type: | "

Event Summary:

(Thiz summary appears on newsletters,
with a link to the full text below.

Max 500 characters)

Event text:
(Max 75 waords)

. YOUR PROFESSION, YOUR EVENTS..

Start-finish time:

Event location:

Cost:

Organised by: The Public Affairs Recruitment Company
More information: karen paxton, (02) 6295 7022,

Event Web Address: prtp
(malke blank if none)

Date of the event: 35 +||Feb || 2005 +

add more dates

Period/s in which event will be emailed Start Date Consequtive Weeks
out:
(Emails go out 11am every Wednesday. Selectthe |26 ¥ ||Feb || 2005 1 |~
Wednesday you want the event emailed out) (pop-
up calendar) add more periods

Instructions for Professional Way:
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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

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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