UW Extension Websites

WordPress Guide:
Adding Events to the UWE Calendar Website

Step 1: Login to the UWE Calendar WordPress website.
URL: https://wyoextension.org/uwecalendar/wp-admin/

Username: yourcounty (example: albanycounty)
Password: Ask around your office or contact Ann Tanaka (atanaka@uwyo.edu)

The username and password is shared by everyone in your office. If the original password
received in your Welcome to Extension email does not work, check with your office mates. If no one has
a working password, contact Ann Tanaka (atanaka@uwyo.edu) and | will reset your password for you.



mailto:atanaka@uwyo.edu
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Step 2: Adding an Event

1. Click “Events” to see a list of all events.
Note: Check the list for the event you want to add. Someone else may already have added the
event.

2. If eventis new, click “Add New”.

u)j\;. Log Out ﬁ University of Wyoming Extension Calendar <= New View Posts ;'i Events Howdy, County Test .

Screen Options ¥

B Events TS Add New #1

All (3668) | Mind?) | Published (3,612) | Drafts (56) | Trash (7) Eaarchlbrents

Events
Add New Bulk Actions i~ Apply 2items

Title #2 Author Event Categories Tags L ] Recurring Start Date End Date

Test — Draft  County Test — — — September 9, 2019 September 9

Laramie County Test — — — September 9, 2019 September 9
County —

3. Add atitle for your new event.
4. Add a description for your event.

i

LogOut 4} University of Wyoming Extension Calendar 4 Mew View Event [l Events Howdy, County Test
Screen Options ¥
i Events Edit Event Addnew
Events New Event Title ‘— #3 Publish .
Add New
Permalink: https://wyoextension.org/uwecalendar/event/new-event-title/ | Edit Save Draft —
Ev
Venues #4 ? Status: Draft Edit
Visual  Text
- = = @& Visibility: Public Edit
Paragraph + B = = = ﬁ = b
ii] Publish on: Sep 9, 2019 @ 13:30 Edit
w — A~ @ ) fid P

#4 Read More Move to Trash m

Enter your description. If you have a long description, yo may want to use a read more. Finish typing the

first paragraph. Click the "Read More" icon.
Event Categories a

Finish typing the rest of your description. Add extra details, documents, and images. All Event Categories  Most Used

4H
Cat
Cloverbuds
Cooking
Dog
Fabric and Fashion

Foods and Nutrition

Word count: 40 Last edited by County Test on September 9, 2019 at 1:45 pm Horse
+ Add New Event Category
Note: If you have a long description, try using the “Read More” icon. _—
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Using the “Read More” icon will allow you to display a short description on the main calendar page
(Figure 1) and a long description on the Event page (Figure 2).

University of Wyoming Extension Calendar

Upcoming Events

EVENTS FROM

Upcoming Events s
=Lst v
September 2019
Show Filters

Short version with "Read more" link.

Date: Monday - September 9
Time: 8:00 am - 5:00 pm

Narrow Your Results

Location:
WY United States Event Category

Enter your description. If you have a long description, you may want
to use a read more. Finish typing the first paragraph. Click the “‘Read

il

More” icon. Select .

Read more »
Venues

Figure 1. Main Calendar Page

« All Events
. Long description with content below read more line.
New Event Title

eptember 9 @ 8:00 am - 5:00 pm

Enter your description. If you have a long description, you may want to use a read more. Finish typing the first paragraph. Click the
“Read More” icon.

Finish typing the rest of your description. Add extra details, documents, and images.

T Details venue -
Date: WY United States + Google Map
September 9
Time:

8:00 am - 5:00 pm

Figure 2. Event Page

Page 3|7



UWE WordPress Guide — Adding an Event

5. Add the Event Date and Time. Additional Options include:

a.
b.

Make the event an All Day Event
Make an event series by clicking the “Add more events” next to Event Series. This will allow

you to specify how often the events occurs over specific days, weeks, months, years. You
can select the frequency, the time and end day

Add an event exclusion by clicking “Add Exclusion” next to Event will not occur. This will

allow you to skip a day, week, month, or year in an event series. This is often times used for
holidays. An example would be a series scheduled for every Thursday in October and
November. You may want to exclude Thanksgiving or plan on extras for dinner!

logOut i University of Wyoming Extension Calendar <+ New View Event [l Events

TIME & DATE
Events

Events Start/End:

Event Series:
Imp

& Profile
© colzp

Recurrence

Description:

Event will not occur:

Howdy, County Test

2019-09-09 8:00am to 5:00pm 2019-09-09 Time Zone: America/Denver 4—__ #5

All Day Event 4— #53

Daily Weekly Yearly Once

Every 1 ¥
On  thesameday: ¥ the Sthday of the month
At the same time: ¥ 8:00am

Seriesends on ¥

Daily =~ Weekly Yearly  Once

Every

1 v

On  the same day: v | the 9th day of the month

Seriesends on ¥

Add Exclusion

4—— #5b ¥

4——#5¢ W
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6. AddaVenue. The text box will search for the venue you enter. If the venue is in the system, the
name will be displayed in the box.

LOCATION

Venue: Sheridan County Extension Office - Watt Ag Center % ¥ ‘— #6

Show Map:

Show Map Link:

LOCATION
Venue: Create: North Pole ¥ v
Address: ‘ #sa
City:
Country: United States
State or Province: Wyoming ¥
Postal Code:
Phone:
Website:
Show Map:

Show Map Link:

Leave the “Show Map” and “Show Map Link” checked this will allow your viewers to use the
Google Maps on their phones to navigate to the venue.

7. Add an Organizer(s).
a. The text field will search for an organizer in the system and display if they exist.
b. If the organizer is new, you will need to fill in their contact information.

ORGANIZERS 4—#7

. ) - #7a
sm Organizer Emily Swinyer ¥ ¥
H QOrganizer: Create: Santa Claus * ¥ ‘— #7b

Phone:

L

Website:

Email:
mat The e-mail address will be obfuscated on this site to avoid it getting harvested by spammers.

Add another organizer
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8. Add the Event Website.

9. Add the Event Cost or leave blank if the event is free.
a. Make sure the dollar sign “S” is in the first text field.
b. Enter the event cost.

EVENT WEBSITE

URL: https://www.wyoextension.org/sheridancounty/4h-youth-dev <_'_ #8
EVENT COST

Currency Symbol: 3 Before cost ¥ ‘__ #ga

Cost: h #gb

Enter a 0 for events that are free or leave blank to hide the field.

10. Select the category(ies). Check your county. If you do not check your county, the event will not
show on your County website. The event will only show on the general UWE calendar. It will not
show on any searches for events in your count. You can check other counties and initiative
teams, but don’t forget to check YOUR COUNTY.

11. Select the publish date. If you want the event to display today, do not change anything. If you
would like it to publish on a specific date, click “Edit” and you will be able to change the date
and time. Click “OK”.

12. Click “Publish”.

13. Double check the Event display by clicking “View Event”.

‘\ﬁ;. Log Out /ﬁ‘ University of Wyoming Extension Calendar == New View Event ﬁ Events Howdy, County Test

Screen Options ¥

Events Edit Event addNew
Events Event draft updated. Preview event [x]
Adc
New Event Title #13 Publish R
Permalink: https://wyoextension.org/uwecalendar/event/new-event-title/ Edit Save Draft Preview

? Status: Draft Edit
Visual  Text
- «n @ Visibility: Public Edit
f =& = )
[iil Publish cn: Sep 9, 2019 @ 13:30

(2]
#11 ’ 09-Sep |~ |09, 2019 @)13: 30

OK  Cancel

Enter your description. If you have a long description, you may want to use a read more. Finish typing the

first paragraph. Click the "Read More" icon.
#12

Event Categories a

Finish typing the rest of your description. Add extra details, documents, and images.

All Event Categories  Most Used

#10 ’ Cat

Cloverbuds
Cooking
Dog

Word count: 40 Last edited by County Test on September 9, 2019 at 1:45 pm
Fabric and Fashion
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Step 2: Editing an Event

Adding Events to the County 4-H Calendar

Step 1: Login to your County website.

The username and password for this website is NOT shared by everyone in your office. You will
use your own login for the County website. If you cannot remember your username or password,
contact Ann Tanaka (atanaka@uwyo.edu) for assistance.

Step 2: Adding a New Event

e Follow the steps listed above with the exception of 5b and 5c. The ability to create a repeating
event is a paid feature and not available on the county websites.

e The events added to this calendar will only show on the 4-H webpages. This calendar was added
to the County websites to allow for the display of local 4-H events such as club meetings or club
events.

Questions?

If you have questions or issues, please, contact Ann Tanaka at atanaka@uwyo.edu or (307) 766-3571.
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