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           INSTRUCTION MANUAL  
             for PARTNERS 

 
                   October 2021 

 

STEP 1 – Go to https://www.ndhpec.com/. 

 
 

 

STEP 2 – Register your organization (multiple individuals from each organization may register separately). 

 
 

  

Click here 

to register. 

Complete all fields in the application form. 
  

Attach your organization’s logo in one of the 
following formats: png (preferred) or jpg. 

 
You will receive an account activation email in 5 

or less business days. 

https://www.ndhpec.com/
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STEP 3 –  Set your password. 

 
 

STEP 4 – Login using your user name and new password.  

 

 

 

  

your.name 

XXXXXXXXXXXXX 

Click the link to reset/choose 

your password. 

Your user name 

will appear here 

Login using your user 

name and password. 
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STEP 5 – Add an event. 

 
 
 

 

 

 

  

Wondering if your 

event is appropriate to 

add? Review the should 

and should nots. 

Click on “Manage 

My Events.” 

Howdy, your name 

Click on “Add Event” 

(use either option). You can filter already added events 4 ways. 
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You did it! If you need to edit your event, see “STEP 6 – Edit Event” on page 5. 

Add “Event title.” 

Add “Event description.”  

Add event start and end date 

from drop-down calendar; 

enter beginning and ending 

times. 

You may save your event 

draft or preview it any time 

throughout the process; 

wait until you’ve completed 

all elements before you 

“Publish” your event. 

Add link (URL) back to your website that houses your event 

information (e.g., full description, registration, location, etc.). 

Select all Audiences, 

Organization Types, Hosts 

and Partners that pertain. 

 When you have 

completed all 

elements of your 

event, select 

“Publish.”  

Select “Location Type.” If event is “onsite,” 

add venue and city. 

(Optional) You may upload a PDF of 

your event’s agenda or brochure. 
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STEP 6 – Edit Event 

 

 

 

 

Additional Notes 

▪ You can only edit your own events; you are not able to edit events added by another individual from your 

organization or from other organizations. 

▪ If it is necessary for you to edit an event that you do not have access to, 

please click on the “Send Feedback” button on the home page and your 

request to access and the name of the event. 

▪ Please use the “Send Feedback” for assistance or all other calendar requests. 

From the events screen, locate 

your event and select “edit.” 

This will open the event and 

you may proceed editing. 

Click “trash” to 

completely 

delete an event. 


