Add a New Event

c Click on "Add New Event"
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e Add a description of the event and link to where to register etc
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To embed a pdf file or add an image, click ‘Add Media’ and follow the prompts
to upload the file
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e Scroll down and click TIME & DATE to enter these details.
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e Location - select from the Venues drop-down box or add a new Venue.
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Prepare a featured image with aspect ratio 16:9 (4:3) - Square 1:1 is also okay.
It should be a .jpg or png format
SIZE - VERY IMPORTANT - LESS THAN 300kb
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m You will be taken to the media library where you can upload an image or
choose an existing one
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® OPTIONAL - add tags to help people find what applies to them.
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@ Click on "Preview" to view the event before saving.
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@ Click on "Publish" to finalise your work
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@ Always double check your work on the website ‘What's on’ page.
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