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Click on “Manage” to open Event  dashboard and access 

volunteer options – Creating from Existing. 



Manage Event - Create from Existing
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Click on “Create From Existing”  to open a 

new event form and modify the contents.  



CREATE AN EVENT From Existing
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To open a section on the form, click 

on the section.  

Only one section can be expanded at 

a time.

To go to the next section, click on 

another section or Next.

Click on a section to expand and enter information 

for the event.

Form options are displayed at the 

bottom of each section. 

Click “Save as Draft” or “Save & Publish” to save your 

new event. 



View new event announcement
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Here is the completed event, as it will 

be viewed by members.



Thank you!

Thank you for viewing the tutorial.  Please remember to visit vTools’ 

site (http://vtools.ieee.org)  to learn more about our projects.  If you 

have any questions regarding vTools.Events, please email us at: 

vtools@ieee.org.

Thank you!
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End of the tutorial
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