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STEP 1

Login to Espresa and switch to your Organizer role

Click on 'Company Employee' to bring up the role switcher

STEP 2

Click on CREATE EVENT
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STEP 3

Provide an Event Image

STEP 4

Provide the Event Name
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STEP 5

Chose the Sub-Category for the Event

Available Categories and Sub-Categories are set by the Company Administrator

STEP 6

Provide an Event Description
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STEP 7

Enter the event duration

STEP 8

Click on the Event Availability schedule to set the event date/time
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STEP 9

Click on CREATE
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