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How to Update Your Events

1 Click the Edit Icon

https://scribehow.com/workspace#dashboard
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2 Click Edit Template

3 Make all of your updates to the template



3

4 All of the fields in the list below will print on the confirmation letters.

·         Event Name

·         Room (Location)

·         Description (What they need to know)

·         Time Begin and End

·         Notes (this is used to type in the Class ID)
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5 Click "UPDATE" when you are finished. This updates the template. Next we need
to update the scheduled days.

6 In the next screen be sure to click Update All so you can update any dates that
were scheduled.
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7 Just scroll to the bottom here and Click "UPDATE"

That's It! Move onto the next event template.


