Adding to your Area Diary (Future Event) to the MX5 Owners Club Website Document Rev 3

1. Login to the new website.

@ Dashboard

° Jetpack

} Posts

A Events B 10 Comments

=+ New
Once at the Dashboard, on the top row of the screen is the - button. Hover over this and
select/click on Event.

You should then be presented with the “Add a New Event” screen.

Add New Event

Enter title here

Event Details

@ EVENT DATE AND TIME

All-day event

No end time
Start date / time: 30M/2017 14:05
End date / time: 30M/2017 15:05
Time zone: | London | v |

Repeat...

Exclude. . [Choose a rule for exclusion)

¢ EVENT LOCATION DETAILS

™ EVENT COST AND TICKETS

t= ORGANISER CONTACT INFO
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Here you can enter your Event name heading as the Title. You then enter the main article in the
large box below. This larger box is just like a word processor and you can make words bold, italic,
underline, use indents, bulleted list etc. Those already familiar with this can click on this button

| —

-_—
Toolbar Toggle
. i for even more formatting options.

Events have more options than a News Story as you can populate the date & time, the location, the
cost of entry/tickets, contact info as well as general information about the event itself. So we’ll work
through each section one at a time.

The title is the name of the event — e.g. Sausage Making Tour / Demo
As this event has a specific date & start time we need to pick the date and time. If the event was all

day then you could tick the box All-day event

Add New Event

Sausage making tour / demo.

Event Details

@ EVENT DATE AND TIME

All-day event

Mo end time
Start date [ time: 4572017 17:30
End date [ time: 452017 20:30
Time zone: London r

Repeat...

Exclude. . [Choose a rule for exclusion)

¥ EVENT LOCATION DETAILS
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Next, we will add some location details.
The system is quite clever. Pop in the venue name, and then put in the address, or just the postcode.

| ] Show Map

Tick and it should highlight where people need to go.

¥ EVENT LOCATION DETAILS

\enue name: Pyne the Butcher, ¥ Show Map

Address: Regional Rural Business Centre, Market Way, 45,
(<
v Input Coordinates

Latitude: 51.10174079999999 Junction 246

Lengitude: -2.9978163000000096

[ P P
vzp data 22017 Google  Terms of Use

™ EVENT COST AND TICKETS

Next, we can add details of any costs, or setup a link to where tickets can be purchased. In this
example there is a cost of £10 per person, but tickets are not required. We can add more details
about the event and the collecting deposits in the main section shortly.

™ EVENT COST AND TICKETS

& Mo Tickets Time.ly Tickets External Tickets

Free Event Cost: | £10

Finally, we can add details about the event organiser weather that me a member or external
company.

. ORGANISER CONTACT INFO

Contact name: Dot and Alan

Fhone: 07914 123456

E-mail: Alandot@btinternet.com
Website URL:
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You’re now ready to add the main info about your event in the large box below. This larger box is
just like a word processor and you can make words bold, italic, underline, use indents, bulleted list

Toclbar Toggle
etc. Those already familiar with this can click on this button E for even more

formatting options.

After a little bit of typing you should have somethings like this: -

03 add Media || [#] Insert shortcode visual | et

? 8 = & o

Paragraph v B I = = &6
[ JAdd BWS Shortcode
- - AvE O Q4

il
!
J
o

Sausagesll
IMeet atvenue 5 30pm for Gpm start
Approx 47 miles from Exeter

Make your own way

Ta include a drink as well!
Shop will be open for purchases.
April 2017 club meeting. (£5 deposit will be required).

Flease contact Dot and Alan direct to express your interest in this event and to give an idea of expected numbers.

You’re now ready to publish this online, but there is an important stage before clicking on the
Publish button.

YOU MUST select which areas Diary you’d like your Event to appear. You can select more than one,
or just your own. To select an area just put a tick in the box like this:
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Categories i

Organize = Most Usad

South Wales Events

South West Events
South West Midlands Events
Sussex Downs Events
Tayside Events
Tyne Tees Events
Wessex Events

West London Events

3. Publish
You’re now ready to publish your story.

If you scroll back up to the top of the screen, on the right-hand side are the Publish options:

Publish i

Save Draft Preview
9 status: Draft Edit
& \isibility: Public Edit

i) Publish immediately Edit

Move to Bin
[ pusich |
To make your Diary Entry live you just need to click the button. That’s it’ you're done

and the Event will now appear on the website under your areas Future Events like this:
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Sausage making tour / demo.

(Edit Event)
4th May 2017 @ 5:30 pm — 8:30 pm £ Calendar
Pyne the Butcher, N
Regional Rural Business Centre W Hrengany
Market Way, North Petherton, Bridgwater TA6 6DF
UK
COST: £10

“ONTACT & Dot and Alan
L 07914 123456
&4 Email

L~ SOUTH WEST EVENTS

Sausages!!

Meet at venue 5.30pm for 6pm start

Pyne's of Somagyset

Pl Approx 47 miles from Exeter
- ‘_ PP

£10 per person to include demo/tour and Supper:
Sausages, cottage pie or lasagne and veggie option
available too.

To include a drink as well!

Shop will be open for purchases.
April 2017 club meeting. (£5 deposit will be required).

Please contact Dot and Alan direct to express your interest in this event and to give an idea
of expected numbers.

The Event will also appear in the Calendar feed with all the other events for your area.

m SPRING RALLY 2017 @ Ashton Court
23 e
Sun
2017
Spring Rally Sun 23rd April 2017
Apr 23 @ 9:00 am
| MAY |

Sausage making tour/ demo. @ Pyne the Butcher,
4 May 4 @ 5:30 pm — 8:30 pm

Thu

2017

< [ FEBRUARY - MAY 2017 >

M Subscribe to fitered calendar
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Need more time? Save a Draft copy.

) ] . ) ) | Save Draft |
If you run out of time and would like to finish this off at a later date you can click'——————/,

To edit a post that you’ve previously created then see the help guide “Editing Content”.

Want to add a photo or a photo gallery?

A picture paints a thousand words, or so the saying goes. Adding a single photo or a gallery of photos
to your content is detailed in the help guide “Adding Photos or a Photo Gallery”.




