
How to Enter an Event in Anchor Link 
HOW TO CREATE A NEW EVENT 

A. Go to your organization’s Anchor Link Page and click Manage Organization;
B. Click on Events on the left bar;
C. Click on Create Event;

Carefully follow event description instructions outlined 
in How to Write an Event Description.

Add Vanderbilt Law School here unless event 
is members only.

Choose any theme (does not matter)

Click Add Location and type the room name (or other location)



Select Law School under categories Ignore perks

Anyone in the world = added to public calendar
Members only = members of sponsoring and co-sponsoring orgs (including law school)
Students and Staff at Anchor Link = whole campus



Choose this (and only this) category



Almost always select this.

Please be very 
accurate when filling 
out these 
checkboxes, as they 
trigger additional 
required approvals.
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