
Event Submission Guide 



NowPlayingNashville.com, an initiative of The Community Foundation of Middle 
Tennessee, is Middle Tennessee’s comprehensive arts & entertainment calendar 
featuring information about Music, Visual Arts Theatre, Sports, Kids & Family, Free 
Events, and more.  

Since 2007, the site is the one-stop source for information about all (nonprofit and for 
profit) performances, venues, exhibitions, sports, festivals, and community events that 
are happening year-round in all 40 counties in Middle Tennessee. Visitors to the site can 
search by venue, date, category of interest, artist, location, and more. There are also 
direct links for ticketing, discount ticket offers, and special promotional giveaways.  



ArtoberNashville.com 
 
• ArtoberNashville.com is a mini-site powered by NowPlayingNashville.com. 

All event data originates on NowPlayingNashville.com and then populates 
on ArtoberNashville.com and other Calendar Partner websites. 
 

• Promotion of Artober events through website, newsletters, social media 
efforts.  
 

• Collaborative presence at Street Team events in September and October. 



How To Submit Your Events 

to  

ArtoberNashville.com and NowPlayingNashville.com 



Having an account is now REQUIRED in 
order to submit events. 
 
Don’t have an account? 
 
• REGISTER in the top right-hand corner.  
• Enter required info, including user 

name and password.  
• Once the account is setup, contact 

support@nowplayingnashville.com to 
add your organization and venue to 
your account. 

 

mailto:support@nowplayingnashville.com


If logged in, choose MY 
ACCOUNT to get to 
dashboard. 

 
- Or - 

 
If not logged in, Click 
SUBMIT AN EVENT.  
 
  
.  
 

Have an Account? 



Under the “Events” tab, you can submit a new event, edit an event*, or copy an event.  
You can even edit or copy past events (great for annual events where the date changes 
each year)  
 
*Edits to existing events will return those events to our pending area to be approved. 

Welcome to the Login User Dashboard.  

Edit your event listings, organization and venue pages.  



Submitting a New Event 

Select the  event tab. 
 
• Submit a New Event 
• Edit or Copy a 

Current/Upcoming Event 
• Copy Past Events.  
 
Any events connected to your 
org or venue will show up in 
past events, even if you 
personally didn’t submit 
them. 
 
Let’s SUBMIT A NEW EVENT 



Submission Guidelines 



Enter- 
• Event Name 
• Event Description 
• Event Summary (will show 

up in bold at start of listing. 
Perfect for 1-2 sentence 
blurb) 

• Event Website.  
 

Select- 
• Registered Organization. If 

you have an Org  connected 
to your account, it will 
automatically populate as 
the Presenting Organization. 
You can also select a 
different or additional 
Organization.  



Select  

 
• Primary Category Type that best 

applies to the event. Select 
ARTOBER First. 
 

• Add More Category Types in 
drop down when applicable. For 
secondary categories, please 
check any that apply to your 
event (theatre, visual arts, 
music, film + video, etc). 

 

Artober 



Add TAGS  
• Make your listing more 

searchable! i.e. Artist Names, 
county or neighborhood,  etc.  

Enter Admission Details 

• Ticket/Admission Price* 
• Phone Number 
• Ticket Website URL 
• Ticket / Information email 
 
*If the event Free/No Cover, type  
“Free Admission” and select the 
Free Event check box.  
 
Choose Registered Venue.  
• If you are associated with a 

venue it will be aut-populated. 
• If venue does not exist, click the 

ADD NEW VENUE button  
 



• Images must now be no less 
than 400x400 pixels and no 
bigger than 1.5 MB. 
 

• Include a video URL if you 
have one in the Video tab.  
 

• Enter your contact 
information. It should 
automatically populate with 
your name and e-mail 
address from your account. 
You can always change the 
contact information when 
applicable.  
 
Click Next 2 Arrow  

 

Upload an Image 



Select Dates and Times for the Events.  

• Use calendar feature for dates, then 
select the “days of the week” with 
the appropriate check box 

• Add specific start and end times. 
You can either select one time to 
apply to all, or click on the individual 
dates to make different start times.  

• Click Next 3.  



Preview your submission 

Click Submit Listing* 

 
*We request that events be 
submitted at least two to four 
weeks prior to the event's start 
date. If we receive your event 
info less than two weeks in 
advance, we cannot guarantee 
that your event will be posted. 
If it’s a pressing event, feel 
free to less us know! 
 

 

  

 

Submit Your Listing 



Creating and Updating Organization and Venue Pages 

If you’re not sure if your organization is listed on the site, search for in the 
keyword section of the site. If it is and you are not connected to it, notify us. 

If it is not, submit it on the Organization page in the User Dashboard. Then 
contact us to connect it to you.  

Venues can be added during the event submission process, but can also be 
added and updated as part of your dashboard.  
 



Under the “PROFILE” tab, you can add 

and update your organization, agency, 

or business to our directory.  

 

• Fill in all required fields (*) 

 

• Add additional information: 

Website, Blog and Social Media 

Links.  

 

• Select the Organization Type that 

most closely applies to your 

Organization. 

 

• SUBMIT RECORD at the bottom of 

the page.*  

 

*All submissions will be reviewed and 

approved. 

Adding a New Organization 



Add media  

You can add a primary photo file, video or audio url. We highly 
recommend at least submitting a primary image/ logo. 



• Fill in all required fields (*) 

 

• Add additional information 

(Website, Blog and Social 

Media Links) 

 

• Select the Venue Type and 

Accessibility Information where 

it applies.  

 

• UPDATE PROFILE at the bottom 

of the page.*  

 

*All submissions will be reviewed 

and approved. 

Add a New Venue 



Add media  

You can add a primary photo file, video or audio url. We highly 
recommend at least submitting a primary image/ logo. 

 



New Features! 

As an account holder, keep track of events you are interested in by using the new 
Bookmarks tool. Bookmarks will be under MY LIST > ACCOUNT tab. You can also use 
ACCOUNT INFO to edit information including your username, e-mail address, and 
password.  



Blog: 

E-newsletter: 

Social: 

This Weekend and Beyond:  Goes Out Every Wednesday Evening. 
Includes one Paid Advertisment, 10-12 Highlights of next seven days, plus 
Tickets on Sale, Giveaways, Presales and Discounts. Currently emailed to more 
than 17K Subscribers and Shared on Social Media. 



Advertising on NowPlayingNashville.com 
 
Contact Erin Hornsby at ehornsby@cfmt.org for affordable advertising options on our 

website, mobile site, newsletter or blog. 
 

Contact: 
 

Joe Pagetta, Director, Community Initiatives: jpagetta@cfmt.org 
Erin Holcomb, Promotions & Web Content Coordinator: eholcomb@cfmt.org 

Jessica Musman, Online Content and Marketing Associate: jmusman@cfmt.org 
 

(615) 321-4939 
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