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On the menu go to Residents -> What's On -> Add Event

Enter Listing Details

Recurring Event? * O Yes © No
Tick "Yes" for recurring event. Enter the information about the
Event start date * 22/M/2023 event (all fields marked with a
Choose a start date of the event. red * must be filled out).
Event end date End date

Choose a end date of the event.

) Al day Be sure to enter the start and
Tick to set event for all day. eﬂd tlmeS If app“cable.

Start time 10:00 AM
End time 6:00 PM ) ,
Give as must detail about the
Event Title * event as possible in the event
Enter the fitle description section.

Event Description *

Enter a description



Cost

Email

Phone

Category *

Default Category *

Is the event FOC or is there a charge?

lSeIect Category
Council Meetings

Markets

Enter the cost and contact
details if necessary.

Select the What's On
category for all events other
than markets.

Address * Enter a location IR 4
Please enter the listing street address. e.g. : 230 Vine Street
Country * United Kingdom B
Click on above field and type to filter list.
Region * Somerset i
Enter listing region.
City * South Somerset i
Enter listing city.
et Enter the event address,
Please enter listing Postcode the N d rag the map markel’
Set Addres= o Map| P icon to the correct location
Click on “Set Address on Map” and then you can also drag map marker to locate the correct address on the map Once CO rreCt
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Images

You can upload more than one image to create a image gallery on the details page.

Drop files here
OR

Select Files

Allowed file types: jpg, Jjpe, jpeg, .gif, .png, omp, .ico, .webp
You can upload unlimited files with this package

Please drag & drop the files to rearrange the order

Business Owner/Associate?

Mark listing as a dlaimed

Submit Listing Preview Listing &

At the bottom of the page you
have the option to upload
images relevant to the event.
Drag and drop the images into
the box and rearrange them to
your preferred order.

When you have entered all
necessary information, you can
click Preview Listing, this will
open a preview of the event in
a new tab, here you can see
how the event will be
displayed on the website once
it is submitted.

If you are happy this the event
listing, click Submit Listing and
you are done.




