
2. Click on “View Full Calendar”

3. Click on “Submit an Event”

Adding to the Community Events Calendar

Scroll to the bottom of CitrusHeights.net until you see this calendar1.

4. Ensure that the Calendar is selected as “.Community Calendar”. Events add to other
calendars will not be approved.



5. Begin filling out the sections with your events information. 

Type the name of your event. We suggestion including your group or organization
name in the title. Ex: Citrus Heights Police Activities League Trunk or Treat

A calendar
will appear
to select a
date

Start

End

Select the location of your event. Most events will be
“Other Location” unless virtual or at  City building.

Add the name of the event location. 
Ex: Rusch Community Park

Add the street address to your event location. If your event is at a City
building this will auto populate.

Add the street address to your event location. If your
event is at a City building this will auto populate.

Add additional information needed for your event. 
Ex: Event starts at sundown.

Include any event costs here.



Add a short description for your event. It’s suggested to
put all event details and long text in the box below labeled
“Details”.

Add all your event details here. You can add links and flyers
here.

Drag this corner
to create a bigger

box to type.

Upload an event photo, flyer or logo here.

Link to your event or organizer page. Display text Ex: Click here to get tickets!

Don’t need to click these.]

Add a contact email for your event if
helpful.

Display text Ex: Email Our Director
for More Information!

Leave a phone number for viewers to call if you’d like!

Do NOT click select all. Events will only be approved for our Community Calendar.

6. Click “Submit”



7. You will receive a pop-up informing you that your event has been submitted
and is waiting approval from City Staff. City Staff will approve your event and
then it will be visible to the public on our Community Calendar.

8. Please note that once you have submitted an event you will not be able to go
back and edit it. Please contact Marisa Brown, Communications Officer, at
mbrown@citrusheights.net with edits you need.


