Event Page Creation Worksheet
Use this worksheet to gather all required fields for creating an event page on mheducation.com. Examples are provided to show how a completed worksheet should look, followed by blank templates for you to fill out.
If you are creating a Live Event Page with a Marketo Form, use the Marketo Form template and, where the form number is requested, paste a link to the form location.
Jump to a Section:
· Worksheet: Live Event Page with a Marketo Form (Example)
· Worksheet: Live Event Page with a Marketo Form (Fill Out Yourself)
· Worksheet: On Demand Video Page (Example)
· Worksheet: On Demand Video Page (Fill Out Yourself)










[bookmark: TemplateOnDemandVideoPage][bookmark: WorksheetLiveEventExample]

Worksheet: Live Event Page with a Marketo Form (Example)
	Field
	Instructions
	Example

	Event Title
	REQUIRED - Main title seen on the page and in search. Max: 115 characters. 
	Inclusive Teaching in STEM: Strategies That Work

	Subtitle
	REQUIRED - Supporting sentence under the title. Max: 170 characters.
	Discover classroom-tested methods to support diverse student success in STEM courses.

	Private Event
	REQUIRED - Choose 'Yes' only to hide the event from public listing. Usually 'No'.
	No

	SEO Meta Description
	REQUIRED - Text shown in search results. Max: 160 characters. Recommend reusing the subtitle.
	Discover classroom-tested methods to support diverse student success in STEM courses.

	Social Share Image
	OPTIONAL - Upload JPG/PNG (617x347px). Defaults to standard image if not uploaded. Use only if a specific image is desired. Social Share Image Guidelines. Refer to Social Share Image Guidelines Section of the training doc.
	inclusive-teaching-stem-webinar.jpg

	Tags
	REQUIRED - Only use approved AEM tags. Do not type manually. Must include: Higher Education, Webinar, Format, Discipline & Course. Optional: Platform, Topic. 
	Higher Education, Event, Blog, Webinar, Format “Virtual”, Discipline “Biology”, Course “Microbiology”, Platform “Connect”, Topic “Education for All”

	Timeslot(s)
	REQUIRED - Event date and start time 
	September 12, 2025 2:00 PM

	Webinar ID(s)
	REQUIRED - Zoom/Webinar ID per session.
	789654123

	Webinar Room
	this is not needed for AEM but is needed for the Asana task
	

	Time Zone
	REQUIRED - Choose ET, CT, MT, or PT.
	ET

	Event Duration
	REQUIRED - Total time in minutes (30, 60, 90, 120).
	60

	Event Description
	REQUIRED - Main body of the event page. Use bullet points, links, rich text. Can include images.
	Join award-winning professor Dr. Elena Thompson for an engaging session on inclusive teaching practices in STEM.

This webinar will cover:
- Real-world classroom examples that boost equity
- Techniques for engaging underrepresented student groups
- How to use McGraw Hill’s Connect platform to support outcomes

You’ll leave with practical ideas you can apply this term.

	Marketo Form ID
	REQUIRED - Always use 21552 for Higher Ed events.
	21552

	Speaker Bio
	OPTIONAL - Include name, title, short bio, and 150x150px JPG/PNG image. If speaker is not in AEM, create a new bio.
	Dr. Elena Thompson
Professor of Biology, Western Lakes University
Dr. Thompson specializes in inclusive pedagogy in STEM. Sheâ€™s a national speaker and recipient of the Inclusive Teaching Award 2023.

Image: elena-thompson.jpg
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Worksheet: Live Event Page with a Marketo Form (Fill out Yourself)
	Field
	Instructions
	Your Event Info

	Event Title
	REQUIRED - Main title seen on the page and in search. Max: 115 characters. 
	

	Subtitle
	REQUIRED - Supporting sentence under the title. Max: 170 characters.
	

	Private Event
	REQUIRED - Choose 'Yes' only to hide the event from public listing. Usually 'No'.
	

	SEO Meta Description
	REQUIRED - Text shown in search results. Max: 160 characters. Recommend reusing the subtitle.
	

	Social Share Image
	OPTIONAL - Upload JPG/PNG (617x347px). Defaults to standard image if not uploaded. Use only if a specific image is desired. Refer to Social Share Image Guidelines Section of the training doc.
	

	Tags
	REQUIRED - Only use approved AEM tags. Do not type manually. Must include: Higher Education, Webinar, Format, Discipline & Course. Optional: Platform, Topic. Refer to the Tags section of the training doc
	

	Timeslot(s)
	REQUIRED - Event date and start time 
	

	Webinar ID(s)
	REQUIRED - Zoom/Webinar ID per session.
	

	Webinar Room
	this is not needed for AEM but is needed for the Asana task
	

	Time Zone
	REQUIRED - Choose ET, CT, MT, or PT.
	

	Event Duration
	REQUIRED - Total time in minutes (30, 60, 90, 120).
	

	Event Description
	REQUIRED - Main body of the event page. Use bullet points, links, rich text. Can include images.
	

	Marketo Form ID
	REQUIRED - Always use 21552 for Higher Ed events.
	

	Speaker Bio
	OPTIONAL - Include name, title, short bio, and 150x150px JPG/PNG image. If speaker is not in AEM, create a new bio.
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	Field
	Instructions
	Example

	Event Title
	REQUIRED - Title users will see at the top of the event post. Max: 115 characters.
	Inclusive Teaching in STEM: Strategies That Work

	Subtitle
	REQUIRED - Supporting sentence under the title. Max: 170 characters.
	Discover classroom-tested methods to support diverse student success in STEM courses.

	Private Event
	REQUIRED - Choose 'Yes' only if the event should not appear publicly.
	No

	SEO Meta Description
	REQUIRED - Appears in search engine results. Max: 160 characters. Recommend using the subtitle.
	Discover classroom-tested methods to support diverse student success in STEM courses.

	Social Share Image
	OPTIONAL - Use JPG or PNG (617x347px). Defaults to standard image if not provided. Only needed if you want a specific image.
Refer to Social Share Image Guidelines Section of the training doc.
	inclusive-teaching-stem-webinar.jpg

	Tags
	REQUIRED - Only use tags from AEMs tag picker. Required: Higher Education, Event, On-Demand. Also include Discipline and Course. Optional: Platform, Topic.
Refer to the Tags section of the training doc
	Higher Education, Event, Format â†’ On-Demand, Discipline â†’ Science, Course â†’ Biology, Platform â†’ Connect, Topic â†’ Education for All

	Publish Date
	REQUIRED - Date the on-demand page should be published. Format: Month Day, Year (e.g., September 20, 2025).
	20-Sep-25

	Event Description
	REQUIRED - Main content shown on the page. Use headings, bullet points, and rich text. Can include links and images.
	Join award-winning professor Dr. Elena Thompson for an on-demand session on inclusive teaching practices in STEM.

This session covers:
- Real-world classroom examples that boost equity
- Engaging underrepresented student groups
- Using McGraw Hillâ€™s Connect to support learning outcomes

	Video ID (Vidyard)
	REQUIRED – The Video ID is the unique code at the end of your Vidyard video URL. This is provided after your recording is uploaded.
You can find it by copying everything after /watch/ in the video link.

📌 Example:
If your video link is:
https://video.mhhe.com/watch/RLecTLMsKukbyKBsvzufuT?
Then your Video ID is:
RLecTLMsKukbyKBsvzufuT

Paste only the ID in the field (not the full URL).
	RLecTLMsKukbyKBsvzufuT

	Recording Duration
	REQUIRED - Total length of the video in minutes. Use numeric values (e.g., 30, 60).
	60

	Speaker(s) Bio
	OPTIONAL - Include speaker name, title, and short bio. Add a 150x150px headshot (JPG/PNG, lowercase with hyphens). Create new bios in AEM if needed.
	Dr. Elena Thompson
Professor of Biology, Western Lakes University
Dr. Thompson is an expert in inclusive pedagogy in STEM and a national speaker on education equity.

Image: elena-thompson.jpg
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	Field
	Instructions
	Your Info

	Event Title
	REQUIRED - Title users will see at the top of the event post. Max: 115 characters.
	

	Subtitle
	REQUIRED - Supporting sentence under the title. Max: 170 characters.
	

	Private Event
	REQUIRED - Choose 'Yes' only if the event should not appear publicly.
	

	SEO Meta Description
	REQUIRED - Appears in search engine results. Max: 160 characters. Recommend using the subtitle.
	

	Social Share Image
	OPTIONAL - Use JPG or PNG (617x347px). Defaults to standard image if not provided. Only needed if you want a specific image. Refer to Social Share Image Guidelines Section of the training doc.
	

	Tags
	REQUIRED - Only use tags from AEMs tag picker. Required: Higher Education, Event, On-Demand. Also include Discipline and Course. Optional: Platform, Topic.
Refer to the Tags section of the training doc
	

	Publish Date
	REQUIRED - Date the on-demand page should be published. Format: Month Day, Year (e.g., September 20, 2025).
	

	Event Description
	REQUIRED - Main content shown on the page. Use headings, bullet points, and rich text. Can include links and images.
	

	Video ID (Vidyard)
	REQUIRED – The Video ID is the unique code at the end of your Vidyard video URL. This is provided after your recording is uploaded.
You can find it by copying everything after /watch/ in the video link.

📌 Example:
If your video link is:
https://video.mhhe.com/watch/RLecTLMsKukbyKBsvzufuT?
Then your Video ID is:
RLecTLMsKukbyKBsvzufuT

Paste only the ID in the field (not the full URL).
	

	Recording Duration
	REQUIRED - Total length of the video in minutes. Use numeric values (e.g., 30, 60).
	

	Speaker(s) Bio
	OPTIONAL - Include speaker name, title, and short bio. Add a 150x150px headshot (JPG/PNG, lowercase with hyphens). Create new bios in AEM if needed.
	




