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How to add or edit Events on UUCB.org

Anything listed on UUCB that happens at a specific time is an Event.
» Events will display
« on the Church Calendar
« in event lists, and
e onan “event page”

Editing page or post content is different from editing events. For that process, see a separate document:
UUCB.org How to Edit a Page 27Jan16.pdf

Single or Recurring Event?
Events can be either single events that happen once, or part of a “recurring event”

o This document will first discuss single events, then recurring events.

Log in to the WordPress administration side of the site.

WordPress is the “platform” on which the uucb.org website is built.
« Point your browser to http://uucb.org/wp-admin
« Alog-in screen will display:

N0 P+ 3 www.uucb.org/wp-admin ¢
[T] i5f ADPiPay ADP FlexDirect UU Website Lab MyAquent UUCE - Admin Fellowship One
Username
Password

Rer

=
m

iember Me Log In

Use the same username and password you currently use to log in to the uucb.org website (on the previous site,
“MyUUCB?)

If you don’t remember these credentials, or never signed on as a user, contact
webmaster@uucb.org
Currently this is Jim Gasperini, also reachable at 510.559.1897.

Type in your username and password.
Select the Log In button.
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Navigate to the Events page

The first screen you see will likely be the Dashboard.
On the left-hand navigation menu, point your cursor at Events.

Auvuce &4 P 4+ New SEO (& BackWPup PurgeSGCache Feed Them Social

@ Dashboard

Dashboard

Home

Your site is Clef enabled!
Updates @@

Clef is the best way to log in to WordPress without usernames or
passwords. You're a few clicks away from joining more than 600,000

Posts
other WordPress sites that use Clef to make logging in safer and easier.
Podcast , , .
Click below to finish setting up Clef or learn more here.
Testimonials m
Services
Media
At a Glance
Pages
A 646 Posts N 149 Pages

Carousel PR
@ 37 Episodes

Comments
WordPress 4.4.2 running UUCE Child of UUA Congregations theme.

9 Events
Staff Activity

Recently Published

Appearance

Mar 26th, 1:18 pm Beacon on the Hill Newsletters

Plugins (1

Mar 24th, 8:00 am Ministerial Search Committee, April 2016

Users

Mar 24th, 8:00 am Save May 7 for our Spring Gala!

Tools Mar 24th, 9:00 am From Our Intern Minister
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Howdy, Jim Gasperini [l

Screen Options Help
Quick Draft
Title
What's on your mind?
Save Draft
Drafts View all

Resources for Chalice Circle Facilitator 03-19-2016

Director, Youth and Children's Choir 04-01-2015
Michéle Voillequé | honestly believe that everyone can sing, we...

Music Matters, Oct. 2014 11-02-2015
The new church season has begun and its full of...

WordPress News

WordPress 4.5 Release Candidate 03-24-2016

The release candidate for WordPress 4.5 is now available. We've made 49
changes since releasing Beta 4 a week ago. RC means we think we're
done, but with millions of users and thousands of plugins and themes,

From the fly-out menu that displays, choose the first option (also called Events) to edit an existing event, or Add
Event to create a new one.

Add Event

Event Categories

Appearance Caries

Plugins (1 Locations Beacon on the Hill Newsletters
Users Recurring Events Ministerial Search Committee, April 2016
Settings Save May 7 for our Spring Gala!
Tools Help From Our Intern Minister

Community Ministry, April 2016

Settings

Reorder

Eing JUCB Child of UUA Congregations theme.
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Add New Event 1
The Add New Event page displays various controls. Some are required for the event to be complete and display
properly; others are optional.

Required controls:
o Title field
o Description field
e “When” controls - date, time
o “Publish” controls
o “Where” controls
« “Event Categories”

Screen Options ¥

S Add New Event
Posts .
Enter title here When .
Podcast
From to
Testimonials
n .
Services 4] Add Media | 3 YouTube Visual Text HTML
Media B J # = = ¢ — = = 7 Eventstartsat 12:00AM  to
— o 12:00 AM  All day
P; h =
YouTube Free aragrap U EAYE O
(7] This event spans every day between the
Pages beginning and end date, with start/end
times applying to each day.
Carousel
Comments blish
Publis =
Events (1
Save Draft Preview
Events §
Status: Draft Edit
Add Event ? Status: Draft Edit
Event Categories @ Visibility: Public Edit
fi] Publish immediately Edit
Locations
: Duplicate This
Recurring Events
?_ Readability: Needs improvement
p
Word count: 0 SEO: Not available
Reorder
Publish
Fo Staff Yoast SEO v
¥ Appearance Where Event Categories "
A¢ Plugins @& ;
6 This event does not have a physical location. Al Btk Crizgoriies | Mast Used
- Users
- Location Adult Learning
4~ Tools Name: Classes and Workshops
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Add New Event 2

Some controls should be self-explanatory. Here are notes on those that might use some explanation.
Single date

To set an event to take place on a single day, just leave the “to” field blank.

When A

From 0B8/04/2016 to

<&

Eventstartsat 12:00PM to
01:00 PM  All day
This event spans every day between the
beginning and end date, with start/end
times applying to each day.
Location
To choose a location, start typing in the Location Name field.

« Locations already be in the system will begin to display in a menu below the field
« Some locations have variations, usually because they are bundled with other locations

Where

This event does not have a physical location.

Location
Name: Sky | <
Skytown Building

1 Lewrion Rocd, Kensington

Address: Skytown Co-op Preschool

1 Lenwrson Rood, Kensington

City/Town:
Skytown Building + Lawn/Play-yard

StatefCounty: 1 Lowson Rood, Kensington

Postcode: Skytown 4: Skytown Building, Social, Kitchen, Lawn/Play Yard

1 Lavwson Road, Kensington
Region:
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Add New Event 3

Categories

Jim Gasperini

3 August 2016 5

For an event to display on the calendar, it must be assigned at least one category.

Event Categories

All Event Categories Most Used
Rehearsal

Rentals

Skytown Co-op Preschool

Small Group Ministry

v | Social Justice Primary <
v | Special Events Make primary (_
Training
Tuning
+ Add New Event Category
Publish .
Save Draft Preview

? Status: Draft Edit
& Visibility: Public Edit

it Publish immediately Edit

Duplicate This

?l Readability: Needs improvement

}"' SEQ: Not available

Publish

T M

If there are more than two categories, the setting
“Primary” determines which color displays on
the calendar.

Certain categories determine which events
displays in special menus.

o “Special Events” display on the home
page and by default in the right-
column sidebar on many pages.

o Events marked “Social Justice” will
display in the right-column sidebar on
all Social Justice pages.

o “Family Ministry” events receive
similar treatment.

Preview - opens the event in a separate tab or
window so you check your work.

Status - here you can turn a Published event back
into a Draft. There is also “Pending Review;’
another type of draft.

Visibility - most pages will be Public, but there are
other options.

Publish immediately - you can set events to
publish at some future date here.

Duplicate This - make a clone of the current event,
as a Draft. You will have to find it in the Event list.

Publish - After you have checked your work with
Preview, select here to add it to the Calendar and
event lists.
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Add images and PDFs 1

Here is how to add images, PDFs, and certain other files to an event.
+ Note: to add audio files or videos, a different procedure is followed.
 For audio files, see separate document: How to upload audio files to Wordpress uucb.org.pdf

1 - Put your cursor where you want the file to display
2 - Select the “Add Media” button above the toolbar

Edit Event Addevent

Go All In with Radical Hospitality

Permalink: http://uuch.orgfevents/membership-ministry-meeting/ Edit

07 Add Media

l

Visual Text HTML

L]

B I # = = ¢ — = = = & 8

Paragraph + U = H N (7]

[[f
=
<

4[]
<
)
i

We are gearing up for what promises to be a newcomer rich season, with the arrival of Kristin and Christian and our major outreach
push this year at the Solano Stroll.

On Monday, August 15 at 7:30-9pm in the Fireside Room, please join together with the Membership Ministry team to share our
experiences of being welcomed, learn best practices and practical tips for welcoming newcomers, and to engage with a fantastic
resource called %ﬂp@ by our very own former intern minister Rev. Alicia Forde.

Your next step would be to join our corps of Purple Mugs People who practice intentional acts of radical hospitality each and every

Sunday. You'll get a purple mug sticker with a heart for your name tag, and a card that reminds of us of our call to action: "No One
Stands Alone.”
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Add images and PDFs 2

3 - In the Insert Media window that opens

o if the file is not already in the system, use the Upload files button

o ifitis in the system but not showing, use Search to find it

4 - Select the media you want to insert
4 - Change the settings for title, caption etc (optional)
o the settings will be different for different media.

3 August 2016 7

» For images you can set it to align left right or center, display in different sizes, etc.

5 - Select blue “Insert into post” button

Insert Media

Upload Files
All media items > Show all dates : Search Box Search
® and or |v| Title | Name ALT Text
Mo Att. Categories 4 | Terms Search Caption |v| Description | | Terms

A

multicultural_welco

multicultural_welco

me.pdf me.pdf
Summer-Forum- Summer-Forum- J] Summer-Forum-
160731-Nancy- 160731-Nancy- Summer-Forum- 160612-Mac-Lingo-

Skinner-Sandré-
Swanson.mp3

Skinner-Sandré-
Swanson-1.mp3

160731-Nancy-

Skinner-Sandré-
Swanson-1.mp3

Ip Our New Ministe|
arn Names and Fac

M

2016-0724-UUCB-
Sermon-Rev-David-
Usher-Kinatic-
Theologv.mp3

arch
ot e
clory
E FERT,

1 selected L
Clear .

160619-Thurmond-
Nicely.mp3

My-Life-in-San-
Quentin.mp3

é
U,
Al

Personal-Theology-
Schedule-Fall-16-
1.odf

m

‘ 2016-0717-UUCB-
Finding-Safe-
Harbor-The-Healing-
Power-of-Love.mp3

]

Summer-Forum-
160710-Lynn-
Hendersons-
Shyness-Slides.pdf

luck —! Sumi
L R SO

1 and Video of All-churcl
8 with the Revs. Schmic

here for:

ller of thee Sehmidia’ serman |
lio of Q&A Sunday July 3

10 of QBA Friday, July 8

po of their sermon July 10

Insert into post

ATTACHMENT DETAILS
| - multicultural_welcome.pdf
August 3, 2016
. 663 KB
¢ Delete Permanently

URL | httpi/fuuch.orgiwp-content/t

Title multicultural_welc

Caption

Description

Required fields are marked *
Replace media

Upload a new file

To replace the current file, click
the link and upload o
replacement.

Att. Categories
<- Click to toggle

Att. Tags < Click to toggle

ATTACHMENT DISPLAY SETTINGS

Link Tr gl i -

6- When the Insert Media window closes, check to make sure the inserted media displays the way you want.

On Meonday, August 15 at 7:30-9pm in the Fireside Room, please join together with the Membership Ministry team to share cur
experiences of being welcomed, learn best practices and practical tipsdor welcoming newcomers, and to engage with a fantastic
¥ our very own former intam minister Rewv. Alicia

resource called Muli-Cultural Welcome -

Forde.

& Resource for Greeters,
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Updating an event

The controls for updating an event are the same as for creating one. First, though, you have to find it. Two ways:

Find an event through the Events list

The Events list offers two main ways to narrow down the list:

« Filters
+ To find the Hospitality event, for example, you might filter by Categories/Meetings
o Search

o Or you could search for “Hospitality”

i uuce O 5 = Mew T4 S Purge 56 Cacha  Feed Theem Social Hewey, firn Gasporini .
"
@i Dashboard EVents  addiven:
A Posts AJT(ZATE) | Mk [TT) | Published (228%) | Drafis (283 | Pendung (1) | Privabe (1) | Trath (123} Haspnaly © | Search Evpnts
! Podoast Bulk Acmions &1 Appdy Fulufe viaitd T o Wirw Al 2atenerie) 1 ANSED Seaned 21 Fier 1,256 teena T oG & L]
A Learing
L Testimonlals Chazses o Wirkshops Meta  Eotut Date
’ Titke SED Readabd  Humanis: Conntsions Desc. KW Location and  Dwner
A Services Pasnsonal Thedingy Tirne
St Fist
O Meedia Vides [duing L L ] Coftrmnity it Firetide Reom 0805 Rencsl Manapers
- Concer 1 Lo R .i":ll_l
 YouTube Frie Famey Mnissy A 00
Crikroes Classes Tt W o
@ Pages Vi Atk P
Funchaiser 00
¥ Carouse oot i Ackvin pm
Holorys
B Comments Ceatefire Walks - Off Site L ] Fi; bopra 08- 0% ErriGasperin Froam 2005-12-18 to 3016
] 2016 12:16, Friday every week
@ Events @ Mok il e i)
Of-Sia peri-
[ ] (o) 00
Praciss e
Tukicater i

Find an event through the Calendar

It is often easier to go back up to the site and find the event you want to edit in the Calendar.

In the upper left of the control bar, selecting “Visit Site” from a
drop-down menu under “UUCB” will take you to the home page.

o5 P 4+ MNew View Event

©n i AOOGNEVent
Simple History dit Event Depending on where you are, there may be a “View Event” or “View

# Posts Page” link that will also take you to a view of the site.

Chalice Circle Facili

Podcast

Select your event... ...then select Edit Event to go directly there to its admin page.

Church Calendar

124052015

Select the event name for details, including actual start and end times (rooms may be resarved for langer periods). B o SRR LLE
To schedule, revise or cancel an event contact the Scheduling Coordinator, Lissa Roos Parker. Encouraging lives ﬂ;:?g::“
L)
P August 2016 sk Church of Barkelay service.
All Event Categories . _
News = Worship = Learning =  Community
Man Tue Wed The
tmmmme i
5:30p Men's Group 30 All In with Radical Hospiiakty
1 15 16 17 18
9:30a Childeare vallable  BEACON DEADLINE TODAY  10:45a CaringClrcle 8 9:30a Organ Practice - &:30a OrganPractice -  1p Wi
Pastoral Associates Susan Fisher Susan Fisher . .
108 Surnmeér Fomum a Wrine for Your Life 3p Harha Yoga 3p Coordinating Team Gp Gamelan Ensembie Tp Cea
bk et = o) n wi adica
11a Worship Service T Morth Bay Threshold 7p Blue Mouhtain Center T:30p UUCE Board of
Chadr Meditationd stsang Trustees

oo DR Hospitality

12:30p Soclal Antice
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Recurring Events

Events can be either single events that happen once, or part of a “recurring event.”

About recurring events

Recurring events are a convenient feature of Events Manager, but need to be handled carefully.
« The most obvious advantage of this feature is that it allows you to set up a long series of events quickly, instead
of one by one, over and over.
« You can set up the basic information about a series as a Recurring Event, then make modifications to each
individual event.
» Ifyou do so, however, you cannot later edit the Recurring Event without erasing all the information added to
each individual event.

To see the list of Recurring Events:
+ Select Events from the left-hand navigation. A list of secondary items will open below it.
 Select the Recurring Events item in the list of secondary items.

To create a new Recurring Event, select “Add Recurring Event” next to the page title.

Screen Options ¥

) Dashboard Recurring Events  Add recurring Event
Posts Modifications to these events will cause all recurrences of each event to be deleted and recreated and previous bookings will be deleted!
Podcast You can edit individual recurrences and detach them from recurring events by visiting the events page.
Testimonials .
All(176) | Mine (4) | Published (165) | Drafts (11) | Trash (2) S s s
Services Bulk Actions ¥ | Apply Future events ¥ View all categories ¥ | Filter
Media 106 items 1 of6 > »
YouTube Free Event
D Title Location Date and Time Owner
Pages
Carousel 3849 Parent Discussion Circle R.E. Building - Rooms 3 & 4 From 2015-11-29 to 2016-08-28, the Merrin
1 Lawson Road - Kensington fourth of the month Clough
Comments
@ Events 1 1233 Worship Service Mone From 2015-12-06 to 2016-12-25, JimGasperini

Sunday every week
Events (1

Add Event
: 355 Play Readers Anonymous Fireside Room From 2015-12-06 to 2017-06-30, the limGasperini

Event Categories 1 Lawson Road - Kensington fourth Wednesday of the month

Locations 1519 Write for Your Life Safir Room From 2015-12-07 to 2017-06-30, JimGasperini

Recurring Events 1 Lawson Road - Kensington Monday every week

Settings
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Add New Recurring Event

Most of the controls for adding a recurring event are identical to those for creating single events.
Key differences:
o There is no Preview button
» You can Preview an individual instance of a recurring event, but not the series.
o There is a panel displaying controls for Recurrences.

Ll

Add New Recurring Event

My Recurring Event Publish -
P . Save Draft
': Add Media ﬁ YouTube Visual Text HTML
? Status: Draft Edit
B I = = = ¢ — = = = & R E|BE o
_ - . & Visibility: Public Edit
Paragraph + U = A v W ¢ QO ¥ = H~ L 7]
it Publish immediately Edit
Duplicate This
Move to Trash Publish
Event Categories A
All Event Categories Most Used
Adult Learning
Classes and Workshops
Humanist Connections
P Personal Theclogy
Word count: 0 Draft saved at 8:11:50 pm. Summer Forum

Community event

Concerts
Recurrences &
Family Ministry

This event repeats  Daily A every day + Add New Event Category

Recurrences span from to

Featured Image A
Events start from 12:00 AM  to 12:00 AM  All day

Set featured image
Each event spans 0 day(s)

For o recurring event, a one day event will be created on each recurring dote within this date
range.

Though the Recurrences controls offer considerable flexibility, there are some things you cannot do.
+ Create recurring events on more than one day of the week.
o Suggestion: create a recurring event for one day, make a copy, and change the day
« Create recurring events on an irregular schedule.
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Editing an Event Within a Recurring Event Series

The most efficient way to edit events within a series is to filter the Events list for your target category.
In the screenshots here, the chosen category is Humanist Connections.

Select a particular event out of the series to edit. Several options now display under the event title.

W o# vuce O + Mew SEO (8 BackWPup PurgeSGCache Feed Them Social Howedy, Jim Gasperini [l
e Dashboard Events addevent
Pastz Al Mine Publiahed | Dirafes Trash Search Events
+ Podcast Bulk Actions 4| apply Future svents - Humanist Connactions  #  All SEQ Scores % Fiver
£ Testimonials 21 items 1 of2 »
Sarvices Meta Date
Title SEQ SEO Title Desc.  Foous KW Location and Crwmier
1 Media Time
'__‘ P‘lgﬂ!- Humarnist JimGasperin Pastalinhed L) Humasnis!
Connections J015M 111
= Carousel
Edit
- by | A
¥ Comments Tras Fifid this. ibem inline
ﬁ Events Humanist & Zoclal Hall
Connactions 1 Lo
Events Potluck -
4 Keniinghon
Add Event
pr
Humanist L Humanist Safir Room -3 mGaspann From 2015-11-15 to 201 6-
Connections Connecthons 1 Lawion Hoad 206 0E-03, Sunday every week

Quick Edit

If the edits you wish to make are minor, the best choice is Quick Edit. Quick Edit allows you to edit the title, category,
status, and a few other things.

o To edit the body content of the post, you need to instead select Edit.

o Select Update to make changes effective.

W o fuxe O4 B 4 Mew SEO (% BackWPup PurgeSG Cache  Feed Them Social Howedy, Jirm Gasperini [l

¥ Dashboard Events addeven:
Posts Al | Mine | Published {1,24 Drafis (23 | Trash (45 Search Events
: Podcast BulkActions 5 | Apply Fulture evients H Humanist Connections & Al SEQ Scores &1 | Filer
{ Testimaonials 2 iems 1 of 2B
Senvices . Meta Fotus ——
Title SEQ SEO Title Dese oW Location Tﬂ‘:ﬁi‘] d Chamer
B iy
Midia
Pages QUICK EDIT Event Cotegories ot | Published v
% Carousel Tite onnections - Dark Matter Matters - Harold Ogren o Adult Learming
P Comments Aufear imGasperin - Classes amd Workshaos
Hummsnipl Conng %
&) Events Potswond -OR. Brivate Wit it Conngction
Persamyt Theogy
i Community cvert
Poctoost Seres
Perconal Thesiopy
Sarmons

Hurmanist L Sacial Hall 03-27. Rental
Connections Patluck Connecthons Potluck 1 Livwson 206 Manager
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Edit

Selecting Edit instead of Quick Edit allows you to edit more aspects of the post.
« Note the warning about editing instances of recurring posts.
+ You do not need to worry that edits you make on this page could affect any other pages.
o The warning is about edits to the underlying recurrent page. Edits there will wipe out all edits here.

+ Mew View Event SED .‘-:, BeckWPup PurgeSGCache Feed Them Social Hiwwedy, Jim Gasperini .
) Dashboard Edit Event add tven:
Posts WARMNING: This is a recurrence in a set of recurring svents
¢ Podcast i wou wpdate this ewent data and saee, it could gt oversritten i gou ed@ the reowrring event iemplabe. Toomake it an ndependent, detach e
{ Testimonials To manage the whole set, edit the recurring event template,
Services
1 Madis Humanist Connections - Dark Matter Matters - Harold Ogren| When
F‘ages Permalink: hitpdfeuch srpfeventshumanist-connections-2016-03-27f  Edit Fram 03272016 o
3 Caroussl 0372772016
B Add Media u."".llll Yomstube Vidoo Visual Trext
Comments PR : h
b | link. bouabe | el | des || img | ool | ol | Nl | code || more | close Lags -t Fuent startsat 12:30 PM o
& Events 0200 PM Al day
"A free and responsible search for teoth and meaning.”
Events This imerml spans ewery iy between the

beginning and end date, with start/end
tmeas applying to each day.

Publish
Preview Changes
T Status: Published Edit

& Vislhibty: Public Edit

M Publsbed o Mow 11, 2015 & 13:21

A useful feature of Edit (not Quick Edit) is the ability to select Preview Changes (see above.) If you do so, a preview
page opens in a separate tab (see below.)

# UUCE ¥ Customize L b Mew :* EditEvent @ SEO (5 BackWPup PurgeSGCache Feed Them Social Haweey, Jim Gasperini [l
l l : NvaoOa
U B CIRECTIONS SEARCH CALENDAR RENTALE GIVE
Unitarian L ist Church k

Home About - Nawes - Warship - Learning = Community - Justice - Connaction =

Home = Events « Humanis! Connoeclions

Humanist Connections — Dark Special Events

Easter Celebrations

Matter Matters — Harold Ogren

SJC Film Screening: "Ghost Town 1o

03-27-2016 Havana®
12:30 pm - 2:00 pm 04-02-2016
Safir Room

Vive La France! KS0 & Joint LU
Choirs In Concert

“A free and responsible search for truth and meaning.” 04-18-2018

Leave a Reply



