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GUIDE: Adding an Event to Animal Opps

June 2021
Step 1 - Login Step 4 — Add Event Content
Login into the WordPress Dashboatd at: 1. Type your event content into the text area.
https:/ /wyoming4h.otrg/animalopps/wp-admin/ Consider using bullet points for easier reading.

2. Place your cursor cither above or below you
content and add an image to the Media Library.
Step 2 — Create New Event |

1. Click "Event List" in the left side navigation. T s g

2. Click "Add New" under "Event List".

«

Waton Caunty will be hasting the 15! Annual WYO 21 Dog Clinic 8 Shew at the Weston County Fairgrounds June 11%1 & 128

4 7his opporuniny i apen 10 al youtn and adlts with ther dogs.
® Clinic will be held June 11% and will be an educational oppartunity to learn more about show <lasses, technigues, and ips in agility,
obedience, vet science, showmanship, and more! Dinner to follow clinic.

© Dog Show will take place June 121 and is open to all youth and adults who wish to come!

» Enjoy a dog vendor show Saturday from 10-2 and meet other youth and adults in the dog community from around the region
» Al funds raised from this shaw wil go towards ;um-as ing new dag show equipment for Weston County 4-H.
* For more information and 1o register, please go here: Etps:/forms ole/cDrAGasZithBbxiGT

Step 3 — Add a Title and Event Data

1. Enter the Event Title. . .

Step 5 — Edit Image Information

If you have entered an image into the Event Content, you
will want to make sure you have the following:

2. Enter the Date, Time (if appropriate), Location.
You can check "Multi-Day Event" to enter the
start and end dates.

1. Alternative Text (needed for accessibility) -
Add New v describe what the image is or displays

Event Tile:

—#

2. Size - select the smallest size that will adequately
display your information.

3. Link to - select Media File if you would like the
viewer to be able to see a full size version of the
image.

Categories Ao

Al Categoies | Hast Lses

4. Click "Update" to save your changes.
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Step 5 (continued)

Image details

Step 6 — Select Categories

Check all of the categories for your event. This will
determine where your Event will display on the website. If
you do not check any categories, your event will not display
on the website even if published.

Categories AV A
All Categories  Maost Used

307 Show Series
Clinics/Camps
v | Contests

Sales

Shows

Step 7 — Save and Preview
1. Click "Save Draft".

2. Click "Preview". This will allow you to proof your
event for errors and correct.

Publish AV A

Save Draft Preview

isibility: Public Edit

ublish immediately Edit

#1 ﬁ

Step 8 — Schedule and Publish

1. To set a future date to publish this event, click the
"Edit" next to Publish immediately and set a new
date and time.

To publish immediately, do not click the "Edit".

2. Click "Publish" and check the Public Website for
you event.

Publish #1 AW A
Save Draft | EE&EW
9 status: Draft Edit

&> Visibility: Public Edit

i Publish immediately Edit
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