Create and manage events with ease. Tons of features in
a powerful, stable, easy to use plugin.. without the bloat.

The Events Calendar

A GUIDE TO HELP YOU USE
THE EVENTS CALANDER
PLUGIN

PRESENTED BY: PURE HOSTING
024 7699 7321
3 TOORWOOD CLOSE, MERCIA VILLAGE COVENTRY CV4 8HX
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SETTING UP

To Set up your events calendar click on events.

@ Dashboard

WordPress 4.8.1 is available! Please update now.

A Posts
i Welcome to The Events Calendar

The Page "Events" uses the “/events” slug: the Events Calendar plugin will show its calendar in place of the page.

Edit the Page slug or edit Events settir

< Click add new to add an event to your calendar.

You are running Version 4.5.To-Tana aeserve a nug =)

lodern Tribe's WordPress Site

Organizers

Import - en be's ess Events for October 13 - October 18 | Modern Tribe's WordPress Site

Settings ) @ Modern Tribe's WordPress Site - Howdy, admin 'S
Help Modern Tribe's WordPress Site CART  CHECKOUT ~ MYACCOUNT  SAMPLEPAGE  SHOP

Event Add-Ons

q: Media
L] Pages
B Comments
Contact
Portfolio
Testimonials Open Office Hours ' Open Office Hours
October 13 @8:00am - 12:00 pm . October 14 @8:00am - 12:00 pm

Recurring Event (See all) Recurring Event (See all)

leam We have them! We have them!

i Partners, Clients,
etc.

Benefits

Photo Albums October 13 @ 4:00 pm - 6:00 pm

= Slideshows

Appearance

Plugins @

To see your calender of event you need to go to the calander page. To do this in you browser. Type your
site url/events in. Example: “www._your website address____.co.uk/event” or “www._your website
address___.com/event”.

An Example of this is http://puresquared.co.uk/sktcoventry/event/ this will show up the calander like
below.

Events for August 2017
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ADDING AN EVENT

To set up an event you will need all the information, images, times, location in order to be able to set

up correctly.

Start by adding the ti€ of your event as an example the event is called “Music Festival”.

@ Dashboara g the Events Calendir plugin will show f calendr n pisce of the page
A posts
€€ Testimonial Builder|

M Events

Add New

P 8B = B O shotcodes~

o Media

B Pages
.
]

Comments

Contact

& Partfolio ‘Werd count 0
8 Testimanials
- The Events Calendar
&5 Team

This section is where you type a
description of your event.

Draft savec

Scroll down the page to the section where you can set the time and date of the event.

TIME & D,

t e you want it to have specific times then make sure the box is
‘ unticked then input vour time frame.

Al Day Event: [

Start Date & Time: 2017-08-14

_ Your section will either look like option 1 or option 2 below.
/ Change your date and if it is an all-day event then tick the box. If

End Date & Time: 2017-08-14

Timezone: London

onee ~

Add Another Rule

LOCATION

0 Without a defined location your event will not display a Google Rich Snippet on the search results

Use Saved Venue:

Select a Country:

Show Google Map:

Show Google Maps Link:

¥

>

To set the location of where your event is taking place you
can add the address here. If you want a map to display on
the page showing where the event is happening make sure
the 2 tick boxes are ticked below the section circled.

Continue to find out how to add a price if your event is a payed event or to add a link to the events
website. If you don’t want to add a price to your event then scroll back to the top of the page and hit

the publish button.
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To publish you event you will find a button like the one to the

right, from here all you need to do is click the button.

@ Dashboard

A Posts
m Events

Events

4] Portfolio

0 Media

Pages
Comments

Contact

» Appearance

i Plugins @

& Tools

All-in-One WP
Migration

Settings

2 Soliloguy

Website:

Add another organizer

EVENT WEBSITE / Place your website address here.

URL: ( example.com )

EVENT COST

Currency Symbol: Before cost | v /
Cost:

ADDITIONAL FUNCTIONALITY

Looking for additional functionality including recurring events, ticket sales, publicly submitted events, new views and mo

Excerpt

For free events leave blank. If not
free in the box next to currency
symbol but the symbol of your
currency e.g. £, S. Then in the box
next to cost place in your price.

Excerpts are optional hand-crafted summaries of your content that can be used in your theme. Learn more about manual excerpts.

Discussion

[7] Allow comments,
[] Allow trackbacks and pingbacks on this page.

Once you have completed all the information you then need to go and scroll back up to the top of the
page and hit the publish/ update button.
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ADDING AN IMAGE TO THE EVENT

To add an image to the event all depends on how you want the photo to be displayed below we have
to images of how they will be displayed. decide which of the images is your desirable layout and follow

that tutorial.

I Krishna Janmashtami

August 14

Jay Shree Krishna

to all devotees,

More than 5000

years ago was the

birth of our beloved 1
Lord Krishna. He has 1
taught us through

the Bhagwat Gita to

live and let...

Option 1

This design has the image shown when you go on the calendar
and when it opens up the event page you shall have the image
at the top of the page.

Option 1

Music Festival

Music Festival

Option 2

If you only want the image to be displayed when you click
on the even then this is the best option to use.

To do option two you will need to go back to the event page as shown previously if needed. Once here
scroll and on the right-hand side you will need to click “set featured image”.

Click here. A pop up will appear so you can
choose you photo to upload.

Select the image thatyou | —
want to be displayed
from your media files If it
isn’t here click the upload
files tab. Then browse
and upload the file from

AWTE o= 1
eiamon f 8 A A gﬂ

P B

D

your computer. Then click
insert into post to finish.
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Once you have done DON’T FORGET CLICK UPDATE!!

Option 2

For this option you need to go to the event page that we were just on above then you need to click add

media as shown below.

Music Festival

alinkc http//www puresquared co uk/inine fevent

it

A

pasgzpn v B I = E

Comments
Contact

= Portfolio
Testimonials

3 Team

i partn ers, Clients,
etc

Benefits

¢

Click Here

= P R E B O shotcodes~

This event has pleanty of stall for you to visit, 4 live stages with some of the top artist in the world.

Select the image that you
want to be displayed
from your media files If it
isn’t here click the upload
files tab. Then browse
and upload the file from
your computer. Then click
insert into post to finish.

—
ARTE s e 4o

Ll LA ARE

Once you have done DON’T FORGET TO SCROLL UP AND HIT UPDATE!!
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TO DELETE AND EVENT

Click on the events in the black left sidebar you will then see a list of all your events. Hover over the

name of your event and you will see 4 options appear below it. Simply click the trash and your event
will be deleted. WARNING: Once Deleted There Is No Way To Get It Back.

All {1} | Published (1)

Bulk Actions | ¥~ Apply

Click Here

|:| Title Authar Event Categories Tags
[ Music Festival 2

admin

Edit. Quick et )View
[ Title

Author Event Categories Tags

Bulk Actions |~ Apply
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