What’s On in Newham Calendar
Training Manual

Jim Kenworth
Events Directory Officer
The Events Directory solution enables information about upcoming events to be submitted by anyone, and then present this information in a wide range of ways. Key features of the solution are:

· Event information can be submitted directly by members of the public, subject to review by an Events Editor within the organisation
· Trusted external organisations can be given permission to publish their own events without central approval
· Dates can be added or removed from an event at any time
· Events can be categorised or tagged for easy searching
· Event information is made available using an extended RSS format. This allows events to be displayed on maps and in calendar views, or accessed directly from a wide range of RSS reader products.
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	Edit
	Note: select  ‘New’ as you will initially be granted ‘Author’ status

	Status
	Select
	New
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Title "

Description E
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Venue

Organisation / Service
area
Contact Name

Newham At Councl v

Cantact telephane.

Cantact email

If there is another web page on the internet that provides more information about the event, you can link to it
here. Enter the URL details, starting with "http://"
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	Approved
	

	
	
	Rejected
	

	Audience
	Select ‘Public event’ from drop-down menu
	Note:  ‘Internal-only’ event is only available for London Borough of Newham employees

	Title
	Enter the title of your event
	eg, Fencing Club Open Day

	Description
	Enter description of your event 
(Click on ? to find out more)


	Note: When event descriptions have too much formatting using the wrong font or size, select all of the text and cut and paste into Notepad, then cut and paste back into the form. This will remove excess formatting. You can format your text, eg, bold, italics, underline

	Venue
	Select a venue from drop-down menu & click on ‘Get Venue details’ or choose Other if a new venue
	Note: your venue may already be listed in the drop-down menu, therefore once you have selected your venue you will till be taken to Dates form. If your venue is not listed, choose Other, but please note venue directions/details listed in Description will be automatically applied to every event at this venue

	Organisation Name/Team/Dept
	Type in name of your organisation
	eg, Theatre Royal Stratford East, St John’s Community Centre

	Contact Name
	Type in Contact name
	Note: type in name of organiser of event, not submitter of event

	Contact Telephone
	Type in Contact Telephone
	Note: type in telephone no. of organiser of event, not submitter of event

	Contact Email
	Type in Contact Email
	Note: type in email of organiser of event, not submitter of event

	Hyperlink
	Type in web address for users to go to for further info
	eg, http://www.stratford-circus.com 

	Image Hyperlink
	Upload an image to go with your event 
	Note: copy image URL address (URL) & paste into Image Hyperlink field (see notes below)

	Check Image/Hyperlink
	Click to check image & hyperlink details
	Note: see correct image sizes below

	Accessibility Statements
	Tick Statements that apply
	Note: these will be the default settings for events held at this venue


	Location
	Note: you must enter full postcode

	Pinpoint location
	Type in postcode of venue where event is taking place, then click on pinpoint location
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	Select location you require from list
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	Dates
	

	Add Dates
	Add individual dates or

Add dates in bulk
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	Note: for recurrent dates add numbers of dates & click on Repeat every

	Categories
	

	Add Categories
	Click on a word to add it to the keywords
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	Note: Try and choose one of each category colour to enable maximum search results, eg, Age Range, Location Range, Event Range

	Summary
	

	Summary
	Check your details in Summary & Submit event
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Summary

Your Event description will look like this:
This course enables you to play cricket, learn new skills and attend a first class cricket match.
Venue Info

Sussex Road East Ham

Your Event is in these categories:
Disabllity Sports

Beckton

Custam House & Canning Tawn
East Ham

Forest Gate

Green Street

Manar Park

Plaistow

Royal Docks

Stratford & West Ham
Teenagers

Valunteering

What happens now
You will receive an email acknowledgement of your changes.
You have approver permission, so your event will be published immediately.
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	What Happens Next
	If you have Approver/Admin (self-approval) permissions you will receive an automatic email notification that your event has been approved for publication, and is now available on our website.

	
	If you have Author (changes must be approved) permission you will receive an automatic email acknowledgement confirming that our Events Editor will review the details you have submitted - this normally happens within 3 working days. You will be notified by email when the event is published, or in the unlikely event that it is rejected.


How to upload an image/photo

You must first upload your images/photos to the internet using an online photo management site, for example, flickr, then copy and paste your photo into the Image Hyperlink field on the Add Your Event form. Below are some well known photo management sites:
http://www.ringo.com/
http://flickr.com/
http://photobucket.com/
How to copy & paste image from Photo Gallery

Right click on Image, select Properties, copy Image URL & paste into Image Hyperfield field

Please note the following image sizes

Correct Image sizes:


Image Type

Jpeg


Image Size (bytes)
16242 or 13169


Image Height

200


Image Width

300

