
PROCEDURE 
 

Website: How to Create a Group/ How to create an event 
 
 
 
 

Purpose: 
 

To instruct group leaders and/or business administrators to create a group and/ or create an event 
on the Active Launceston website for endorsement purposes.  

 

 
 
 

1. Access the Active Launceston homepage 
2. Click the ‘Register’ link 

 



 
 
 
 
 
 
 

3. Fill in the following text boxes with the correct information. Please remember what 
password you type in as you’ll be using it regularly. Please use a relevant email 
address as you’ll receive an email notifying account activation 

4. Don’t forget to agree to the terms and conditions 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

5. Verify your account with Active Launceston by logging into your email address 
and clicking the link sent out in the email 

 
 



 
 
 
 
 
 
 

6. Clicking on the verifying link should open up a new window saying our account has 
been successfully verified. Type in your password you chose earlier and click 
‘login’. 

 



 
 
 
 
 
 
 

7. After successfully logging in, you are given 2 choices; a) To update your profile or 
b) Create or join a group. We want to create a group so click on the ‘create or join 
a group’ tab 

 
 



 
 
 
 
 
 
 

8. Click ‘Create New Group’  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 

 
 

 
 
 

 
 

 
 



 

 

 
9. Fill in your group details including a group name, description and picture. Please make 

sure this information is relevant and you include a contact details in the description session 
so you can be queried with any information. Click ‘Create Group’ to complete. 

 

 

 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

Once completed, a request will be sent to the Active Launceston website administrator for 
approval. Once approved, revisit the Active Launceston website and log in using the 
username and password. Check the notifications on the top right of the screen and you will 
see that your group has been approved. Finally, spread the word and encourage all staff, 
clients, group members, friends and other community members to log onto the website and 
join your group. Remember to keep your information valid and up-to-date. 
 

 

 
 

 

 
 

 
 



 

 



PROCEDURE 
Website: How to add events to 
your group page 

 
 
 
 
 
 
 

1. Access the Active Launceston Homepage 
2. Click ‘Groups’ 
3. Locate your group by scrolling up and down and going through the pages. 
4. Click the + symbol to add an event 

 



 
 
 
 
5. Add in all the event details making sure to include all relevant information. 
6. In the ‘location’ text box, make sure to put in the exact address including locality, state 

and postcode as this is linked to Google™ maps.   
7. Make sure to include a description of the activity in the big text box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



 

 

 

8. If the event is reoccurring, click on the advanced setting tab and tick the box next to 
‘Reoccurring event’.  

9. Also click on ‘Send Reminder’, as events reoccurrence is set at 50.  

10. Add in a reoccurrence end date and select whether the event occurs weekly, monthly or 
daily.  

11. Tick the box next to the day the event re-occurs then select ‘Copy as New Event’. 
12. Confirm the information then your event should be added to the group page and also 

listed on the Events Page. Congratulations. 
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