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1  The easiest place to start:  after logging in to staging.uucb.org/wp-admin, navigate to the event you want to edit.
    Select Edit Event from a set of controls that display at the top of the screen

2  On the Edit Event page, scroll down 

→

→

Process for Uploading Audio File to Personal Theology Pages on UUCB.org
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3  You will need to scroll a ways, past two large widgets (Yoast SEO and Where.) They are shown collapsed here.
    We will use the “Podcast Episode Details” panel (this is the “Seriously Simple Podcasting” plugin.)
    Select “Upload File.”

→
4  In the overlay that displays next, select “Upload Files” →
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5  You will be given the choice of two standard ways to choose a file to upload: drag and drop or browse. Choose one.
    On the upper left you will see a thumbnail with a checkmark when it has finished uploading.
    Select “Select” 

→



Uploading audio files to Personal Theology pages on the WordPress uucb.org             Jim Gasperini           1/10/16           4
    
6  When the overlay closes, select “Update” to insert the file into the Event.
     Select “View Event” to see the results of your work. →

→

7  The audio file now can be played or downloaded from the Event page.

→


