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1. Go to http://orlandoreferralgroup.com 2. Login with your username & password. 
  

 
  
  
  
 
3. You will have a username & a password 
when you pay the $25. per year to be a 
Gold Web Site Member. 
 
 Included in your membership is a profile 
and a business web page. 
 
Carol Gann the Orlando Web Wizard will 
initially set it up for you. 
 
It will then be your responsibility to 
maintain. If you want more help Carol 
Gann is available for a nominal fee. 
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4. When you see your picture you’re 
logged in. 

5. Click on the “Dashboard” link. 

  

 
  
  
6. You’re now in the “Dashboard” or 
administrative area of the web site. 

7. Find the “Events Calendar” tab in the left 
navigation. Expand it. 
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8. When expanded click on “Add Event”   
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9. This is the “Add Event” Form. 10. Follow the form written instructions. 
  

  
11. Click the “Add Event” button when 
finished. 

(WARNING) Do not check create a post.  
Leave the “Visibility Level” public so that 
everyone can see it. 
 
Don’t create another event if you made an 
error. Navigate to your already created 
event and edit it. 
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12. To navigate the calendar click the next month if your event isn’t this month. 
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13. Find your event and click on the title. 14. To delete the event click the RED x 
  

 
WARNING: Be careful where you’re clicking & try not to delete someone else’s event. 
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15. Make your changes to the event.  16. Click the “Update Event” button. 
  

 


