
Submitting An Event to the 
TAMPA JCC & FEDERATION

Community CalendarThe Welcome Page

Click on “Calendar” 
to get started.

This is the first page you will see 
after you login at 

www.jewishtampa.com/admin.

We will provide you with a login 
and password shortly after the 

July 14 meeting.

You will need to use Internet 
Explorer version 7 or higher to 

access this site.
You can always revise your 

organizationʼs main contact info here.

This function is not available for 
Planning Administrators. 
Please do not use.

New!!

http://www.jewishtampa.com/admin
http://www.jewishtampa.com/admin


Click on 
“Create New Event.” 
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Provide a full description of your 
event on this tab.

Be sure to use your organizationʼs 
name in both the event title and the 

short title. Please note: The short title  
appears in the month (grid) view 

(limited to 50 characters).

Important: 
If your event is recurring, please 

make the start date and the end date 
the same. You will have the 

opportunity to make your event 
recurring on the Recurrence tab.

The name of your 
organization will 

automatically appear.  
Please disregard the two 
other disabled features.

Be as detailed as possible.
Visitors to the community 

calendar will view this 
information.

You can add and edit an 
image (.jpeg or .pdf) by 
clicking on these 
buttons.

You can link to your website by 
clicking here. Choose “Link to 
an external website” and type in 
your link 
(e.g. www.jewishtampa.com).

Tampa JCC Jewish Book Month Event featuring Woody Allen
Tampa JCC Jewish Book Month

The Event Tab
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The Location Tab

If your organization 
is not listed in the 
“Previously Saved 
Location” list, you may add it 
here.

Please provide complete 
information about your eventʼs 

location.

If you wish to keep the location 
private, consider writing 

“private location - contact XYZ 
for details.”

Select a previously saved 
location or enter a new location. 
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The Contact Tab
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The Recurrence Tab 
The most important tab to 

understand! 

If your event occurs once a day for a 
week, once a week or once a month, 
you must choose the recurrence 
frequency and duration on this tab. 

Important: If your event is recurring, 
you must make the start date and 
the end dates the same in the Event 
Tab first. Otherwise, your event will 
be displayed incorrectly and 
you will be asked to revise 
your submission.

Then, click on the Recurrence Tab (this 
page), and choose “This event will 
recur.”   

If your event is recurring, provide an 
end date for your event. 
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The Links and Preferences Tab

DO NOT USE THIS TAB.

We have found that this tab 
and all functions on it have 

caused many errors on 
calendar listings, and at times 
has completely deleted your 

organizationʼs listings. 

DO NOT USE THIS TAB.
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Alerts and Notes Tab
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Updated 7/15:
This tab is not functional.

 



Click “Save” when you have 
completed your event entry.

Click “Save and Add New” if 
you want to add another 

event entry.

Click “Preview” to review your 
submission before you save it.

Click “Exit” when you are finished.

Saving and Submitting Your Event


