
 

 

 

 

Adding a Face to Face event as a Go Digi 
Network partner 

 

Once you have added your organisation as a network partner (please look at the Navigating the Go 
Digi Partner page information sheets for how to do this) if you go to the partner page you will see 
your group or organisation listed there just below the heading.   

 

 

 

You will also see below that five buttons. Click on the Add a new event button. This will bring you to 
the Create face to face learning page.  

 There are quite a few questions on this page, but remember only the questions with the * next to 
them are required to be filled in. All the other questions only need to be answered if you want to 
add that information.  

Below is a short explanation of the main questions in the form. 

 

Title*: what your event is called.  This is what 
people will see as it title when the view the event  

High level description*: This is what the event will 
be called in the event list. For events with a longer 
title you probably want to put a shortened version 
of its title in here 



Activity date and time*: This is when the event is occurring. If it is an event on 
a single day just make sure that the start date and the end date are both set to 
that day. 

Repeat: If your event is reoccurring (for example a series of weekly workshops) 
you can click the Repeat box and you will be given more options, that will let 
you set the dates and frequency of your events so you don’t have to enter in 
every one individually  

 

Overview*: The description of your event that will be 
shown when someone views your event.  

 

Outcomes*: A description of what learning outcomes 
the event is designed to give its participant. 

 

Address:  Where your event will be held. This will be displayed on 
the GoDigi map allowing it to be found by people searching for 
events in the events location. 

Call: The best contact phone number someone should call if they 
are looking to register or get more information about your event 

Email: The best contact email address someone should email if they 
are looking to register or get more information about your event 

Online title: The name of your website or page where someone can 
book or get more information about this event.  

URL: The website/page address of the site.  This should start with  
http, https, or www.   It is always a good idea to check the address 
before entering it in to make sure it is working. If you need to check 
the address try entering it into the address bar of your internet 
browser. 

 
Main contact*: This is the name of the best person to 
contact about this event.  
Phone*: This is the phone number of the best person to 
contact about this event.  
Email*: This is the email address of the best person to 
contact about this event.  

 
Once you have completed all the required questions, any additional ones you want to fill in, and 
checked all the information is correct, click the save button at the very bottom of the page and the 
event will be saved and posted on the Go Digi site!  

 


