How to Add an Event to Your Webpage

1. From your society’s webpage, click the ‘page admin’ drop-down menu on the top banner and then select ‘[your society] admin tools’.
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2. Click ‘Events’ (calendar icon).
3. Click ‘Add new event’.
4. Fill in the details as required (see screenshots below) and click save.
5. If your event needs tickets, please email susocs@essex.ac.uk or blades@essex.ac.uk with this info: the link to your event, all the categories of tickets you need (such as ‘members’ and ‘non-members’), the maximum number of tickets required per category, and the price of tickets inclusive of VAT per category. We’ll set them up for you.
[image: ]
[image: ]
[image: ]




This is how event listings look on the Societies and Clubs What’s On page:
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Note that this yellow date box cannot be moved further left. This means that if you have a recurring event across months displayed as, for example, ’16th September – 16th October’, then this will go off the right side and not be visible. The easiest solution is to create a new event for each day. 
[bookmark: _GoBack]Recurring events within the same month don’t have this problem, and will be displayed as ‘16th-17th September’.
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External URL

If specified, event list entries will link to this URL.

Eventtypes
80 Music O HsC O PGT
90 Music O 1 want to be workplace ready when | graduate  (J  Postgraduate
Asian O 1 want to become a manager or run my own busines]  PPS
BAME O 1 want to develop my people skills O Psychology
Base Club O 1 want to leam media skills or get tech sawvy O R&B Music
Biological Science() ~ Indie Music O RAG
Black O International event O Rebel
Black History Mon()  ISA events O RepLunches
BUCS O IsAtips O Retro Music
ChatMusic [ ISC O Rock Music
Cheese &Pop [ JP Course O saturday
Child-Friendly () JustPliay O Societies
Cine10 Cinema  (J  Just Play Colchester O Sociology
CourseReps  (J Just Play Loughton O SouEts
Creative Studios [ Just Play Southend O SouEBS
CSEE O Langling O SouHSC
DanceMusic [ Latin Music O SouPPs
Disabled Network () Law O Southend
Drink Deals O LesT O sPaH
Dum&Bass [ LIFTS O sport
Eastis O Live Music O Sports Fed
EBS O LouEts O SRES
Economics O Loughton O sugar
Education O Maths O SubZzero
EHS O Mature O Summer Ball
FreeEntry O Non Alcoholic O Tic
Freshers, [ One World Essex O Top Bar
GarageMusic () Pathways O Training
Govemment [ Period Pride O vTeam
History O PGR O Women's
House Music
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O Only members may view this event

O Only admins may view this event

Display dates

_ If specified, events will only be displayed between these dates. Both dates are optional

Full description
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Catholic
"SANDWICHES AFTER MASS" ONLINE EDITION!
Online (Zoom)

Join us for our weekly catch-up session and play some games.




image1.png
%& Memberships x Arts & Crafts x [0 Team Tasks | Trello x | [ Facebook x| + -

< C @ essexstudent.com/organisation/17006/ * H

A ThisisUs-  Support~  WhatsOnv  Acliviies~  EatDrinkShop~  Latest News W Basket@ & Account~ @ SiteAdmin ~  F Page Admin ~

- it temiat.
Edit template page

Afts & Crafts admin tools
Edit Arts & Crafis events
Edit Arts & Crafts news.

Edit Arts & Crafis resources

Arts & Crafts Standard Membership £0.00
Add to Basket

Arts & Crafts Society Free Trial Membership £0.00
Add to Basket

About Contact What's On News Documents Your Say
. S
H P Type here to search =

RAF IS
B r





image2.png
Support~  What's O ities at Drink Shop~ asket & Account ~ Site Admin ~
Support What t Eat Drink Sh W Basket & Account @ Site Adi

Atts & Crafts

ADD EVENT

Back to event list

Event name *

Date and time *

Show on all

jays

3 If checked, the event will be included on lists and calendars for each day its running.  Applies to multi-day events only. By default the event will only be included once, on the
first day of the event.
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