
How to Update Meetings for your Area 
1. Open	your	favorite	web	browser
2. Navigate	to	https://todayna.org/bmlt/

You	should	see	a	page	that	looks	like	this:	

3. In	the	Login	ID	Field	type	your	Username.
4. In	the	Password	Field	type	your	password
5. Click	on	the	Log	In	button	to	enter	the	Admin	pages	of	the	BMLT.
6. This	should	take	you	to	a	page	like	the	one	below:

7. Click	the	Meeting	Editor	Option.



8. You	should	get	a	Screen	that	looks	like	this:

9. By default, all days are selected and you will be presented with all the metings in your area. You can refine
your search by selecting a day of the week in the "Day" button or if	you	have	a	specific	Meeting	you	want	to	edit,
enter	the	name	of	the	Meeting	or any text in the Meeting name (i.e. "study, book, gratitude, candlelite," etc) and
click "Search" then pick the meeting from the results. Below is the results from a search of the work ""book"



10. Or you can search for “Selected Weekdays” or “Meeting Start Time” and can review any unpublished meetings
you may have in your database.

11. After you find the Meeting you want to edit select it and make your necessary changes.

Day search:

Time search:

Published/Unpublished option:



12. Editing tab options are as follows:

13. Basic tab:

In the basic tab you may publish/
unpublish the current meeting in this 
checkbox or delete the meeting.

Meeting Name if it changes

Time zone (don't change)

Edit day, time, and duration of meeting

The service body of the meeting (will not 
change)

Change only if directed

Edit meeting formats from selections

Save as a copy if you want to add an 
additional meeting to a group. 

Apply changes here.
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14. Location tab:

In the location tab select the Venue type (the example 
shown is for a Hybrid Meeting ).

The location map and geo-coordinates will self 
populate  when the address is entered.

Name of the Venue

Additional information

Street address of venue with no abbreviations allowed

disregard for meetings in the sothern california region

City

State and Zip Code

Dial in number for virtual meetings

Virtual meeting link

Virtual meeting password if not included in link

Copy option (not normally used)

Apply changes here

After you apply your changes you can look at the 
location may for accuracy.
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16. Changes tab:

15. Other tab:

The other tab is for other additional 
information.

Comments appear as additional text when 
the meeting is displayed.

Useful for public transportation options

Cross street for additional help

Apply your changes here.

The changes tab is primarily a log of meeting changes for 
administrators. Here you can see what changes were 
made to the meeting selected.
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How to Add a Meeting to your Area 

17. Click the “+ Add Meeting”  tab:

Add meeting button

18. Fill in information:

Basic tab selected

You will probably be publishing this 
meeting

Meeting name

Leave default

Adjust the day, time, and duration of 
your meeting

Service body will not change

leave blank.

Select the dropdown arrow and 
check all the formats that apply to 
the meeting.

Add meeting
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19. Clicking	the	“Format”	option	will	give	you	a	page	similar	to	this:

18. !ÆÔÅÒ ÙÏÕ ÁÄÄ ÔÈÅ ÍÅÅÔÉÎÇ ÙÏÕ ÔÈÉÓ ×ÉÎÄÏ× ÃÌÏÓÅÓ ÁÎÄ ÙÏÕ ÁÒÅ ÒÅÔÕÒÎÅÄ ÔÏ ÔÈÅ -ÅÅÔÉÎÇÓ ,ÉÓÔȢ 9ÏÕ ÃÁÎ ÆÉÎÄ ÔÈÅ 
ÍÅÅÔÉÎÇ ÙÏÕ ÊÕÓÔ ÁÄÄÅÄ ÁÎÄ ÃÌÉÃË ÏÎ ÉÔ ÔÏ ÏÐÅÎ ÔÈÅ ÅÄÉÔÏÒȟ ÇÏ ÂÁÃË ÔÏ your location map and check the results for 
accuracy.

17. Click the “Location”  tab:
Select the Location tab

click drop down and select venue 
type (in person/virtual/hybrid)

For meetings in the SoCal Region 
you will need the folowing:

Venue name

Additional information

Street Address (do not abbreviate!)

City

State
Zip Code

Dial in number (virtual meeting)

Virtual meeting link

Password

Add Meeting
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19. Clicking	the	“Other”	option	will	give	you	a	page	similar	to	this:

20. On	this	Page	you	can	add	additional	info	to	help	people	find	your	Meeting	like	Cross	Streets,	Bus	or	Train
Line or a short comment that you think may help.
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