
How to Add a 

New Event



Step 1: 
Scroll to the bottom of Edenmethod.com 

Hello practitioners, this tutorial is 
going to walk you through adding a 
new event. 

First you’ll need to go to 
edenmethod.com and scroll to the 
bottom of the site. Click on “Login for 
Practitioner”



Step 2: 
Open Dashboard 

Login with your email address and 
password. Once logged in select 
Dashboard when hovering your mouse 
over your user ID.



Step 3: 
Click on My Classes

Next lets select “My Classes”

Alternatively you can navigate to 
the left menu and select “My 
Classes” from there.



Step 4: 
Add New Event

After clicking on the My Classes button, it will 
take you to a page where you can see all of 
your events.

Next click on the Add New Button to proceed.



To Add a new class, first you need to have a listing 
prepared. After that you have to fill in the following info:

Class Type, Additional details for your students, the 
cost of the class, the class locations, the city where the 
class is located, the class start and end dates and 
times, and other locations where students can register 
for this event. 

Select save when you are done.

Step 5: 

Adding Information



● Enter additional details for 
your students that are 
important for the event (such 
as where to park) 

● Enter in the cost of the event 
(type as a simple number: 
1000 for $1,000)

● Enter the address where the 
class will be taught. A google 
map will automatically be 
added to your event. 

● Write the city name where the 
class is taking place. This 
helps the search engine for 
students searching by city 
name.

● Choose the Start/End Date 
and Time of the event.



● You have the option of 
adding the tickets to your 
Facebook/Twitter as well as 
other class registration 
locations such as on your 
own website, emails, or via 
phone.



Step 5 : 
Waiting for confirmation

For example, we created a test event 
with the name "abc," and after filling all 
the information and clicking on "save" the 
page will have an event with the status 
as ‘pending’.

The Innersource Admin will review the 
event and then publish it. You will receive 
a confirmation once it’s done.



Published 
Event

Once the event is approved and 
published by the Innersource Admin, 
it will show something like this on the 
website.



Adding a new event in the

Practitioner’s 
Directory 
Via Smartphone 



Open the dashboard and click on "My 
Classes" to start adding a new event in the 
Practitioner’s Directory.

Step 1: 

Open My Classes in 
Dashboard 



After opening the My Classes section, scroll 
down and click on the ‘+ ADD NEW’ button as 
shown in the picture.

Step 2: 
Click on the ‘+ ADD NEW’ 
button 



Step 3: 
Adding the information 
about the event

● First you have to choose a prepared listing from 
the drop down list to proceed further.

● Choose the type of event you want to create.
● Choose your location and your city to add a 

google map for your event.



● Choose the Start/End Date and Time 
of your event.

● Write a brief description of your event.
● You have option of taking your class 

tickets to other platforms like facebook 
and twitter.

● Finally, choose a featured image for 
your event and click on 'Save.' 



Step 4: 

Waiting for confirmation

Once you hit ‘Save’ the event will show in 'My Classes' 
section but its status will be 'pending.' The Innersource 
Admin will review the event and then publish it.

You will get a confirmation once the event is published.



Published Event

Once the event is published by 
the Innersource Admin, it will 
show on your smartphone like 
the one shown in this picture.



Thank you!


