
Instructions for adding event information to the Coachfederation.org calendar: 
 
ICF Chapter Presidents and ICF Special Interest Group (SIG) hosts may add chapter hosted and/or 
SIG hosted events to the calendar. Non-ICF Chapter or SIG events or personal promotion functions 
may not be added to the calendar. If you have any questions regarding whether an event may be 
added, please contact icfpr@coachfederation.org. 
 
Step 1: Login to Coachfederation.org. 
 
Step 2: Navigate to the calendar. You can click “More” in the calendar widget on the home page of 
Coachfederation.org to be quickly directed to the calendar. Or select “Event Calendar” from the 
Events menu.  
 

         



Step 3: Chapter presidents will see the “Add a new chapter event” link. SIG hosts will see the “Add a new 
sig event” when logged into Coachfederation.org.  Click on one of these links to add your ICF Chapter or 
ICF SIG event.  

 

Step 3b: These links are also available on the Event List View of the calendar.  

 

 

 



Step 4: Once you have clicked on the “Add an event” link, you will be directed to the below window. 
Please complete each field and then click the “Click here to save event and continue” link.  

 

Step 5: Complete additional information fields as needed for your event and click the “Submit event for 
approval” button located at the bottom of the form.  

With this enhanced version of the calendar, chapter presidents and SIG hosts have the ability to include 
much more detail about their events.  

 

Step 6: ICF staff will review event entries and approval additions. Once approved, events will be 
viewable on the Coachfederation.org calender.  Questions about the calendar can be addressed to 
icfpr@coachfederation.org  



Additional information to keep in mind:  

o The only items that should be entered directly into the description field are text or basic HTML 
tags. Please feel free to use any of the formatting controls available within the description field 
control panel, including using bold, changing colors, etc.  

 
o If you copy text from another document and paste it in the event description field, or other areas in 

an event listing, the text needs to follow the current Microsoft Word standards, meaning that it is 
copied from a version of Microsoft Word. Upon pasting this text, you may see a prompt that says, 
“This appears to be content from Microsoft Word, would you like to convert this text to html?”  On 
this prompt, please click “YES.” 

 

o If you are copying text from a program other than Microsoft Word, please paste the text into a 
notepad program before pasting into any calendar event fields. Doing this will help avoid errors in 
the display of your event as the notepad program will remove characters and hidden formatting 
tags that many programs will add to text. 

 




