Events - add background data for re-use on
multiple events

a Login to the Dashboard and Click on "Events"
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e You will see a list of all events currently on the site. Click on an event to view/
edit it. Hold mouse over the title and select ‘trash’ to delete an event.

Screen Options ¥

@ Dashboard -
Events | Ada New Event A
# Posts
) Events
All (8) | Published (8) | Ticketed (0) | Untickated (8) | Cornerst .
Events v
Bulk actions v 8 ftem:

Open Art Exhibition Session 3

Open Art Exhibition Session 2

Open Art Exhibition Session 1

Palmerston Free Public Art Classes May 16

Edit | Quick Edit | Tr

Palmerston Free Public Art Classes May 13

Palmerston Free Public Art Classes May 9

Palmerston Free Public Art Classes May 6

Whats on at TEMHCO May 2025

Bulk actions v

May 13 May 13

May 6 May 6



e Event tags can be used to add optional searchable info, such as Seniors,
Youth, painting, ceramics etc. TAGS are OPTIONAL
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Event Categories are the main types of events and should be more
overarching than the tags. EVERY EVENT REQUIRES A CATEGORY.
(NOT every event needs a tag)
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e Event categories are used to filter events on the What's on page. New
Categories will automatically be added. They will only show up if there is an
event with that category. You can add an event to multiple categories.
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Create VENUES and you can re-use the info as a drop-down list when creating
an event - this saves time and ensures correctness.

Q Events

Events Somerville Centre, 3 Victoria Drive, Gray NT 0830
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a Venue info includes an address for google maps, plus phone number etc

Venue Information

Address: 3 Maluka Drive
City: Palmerston City
Country: AustraliaX ¥

State or Province: Northern Territory
Postal Code: 0830

Phone:

Website: https://temhco.cc
Show Map: V)

Show Map Link: v)

Organiser - enter email, phone etc. This is also re-useable as a dropdown list
and is available on all events.
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