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ADDING EVENTS TO STC WEBSITE
Adding Events to STC Website

· Go to ‘Dashboard’

· From the menu on the left choose ‘Events’

· Click the ‘Add New’ button at the top of the page

· Enter the meeting or event title in ‘Title’ box

· Type details in the main text box

· If there is an accompanying image; click ‘Add Media’, ‘Upload files’ and click ‘Select Files’.   In the Media Library click ‘copy URL to clipboard’ and ‘Insert into Post’ (if you wish the image to appear as part of the post)
· Click on the image (in the main text box), click on the link symbol, paste the URL into the box below the image, and click the blue arrow box

· To ‘Set featured image’, scroll down to the relevant box on the right of the page. Click the ‘Set featured image’ link.  From the media library select the image and click the blue ‘Set featured image’ button
· Scroll down to ‘The Events Calendar’ and enter date, time and location in the relevant boxes

· For non-council events add the relevant website URL

· In the ‘Event Categories’ box on the right of the screen choose ‘Events Diary’ for events or ‘Council Diary’ for meetings

· Click the blue ‘Publish’ button

You can view your event by clicking ‘View Event’ near the top of the page.  If you need to edit the event:
· Go to ‘Dashboard’

· From the menu on the left choose ‘Events’

· Find your event on the list and hover over the event name.  This will give you the option to ‘Edit’ 

· Make your edits to the information in the same way as previously input 

· Click the blue ‘Publish Button’ 
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