How to create an event listing on the new Growth Hub website

Please note that this is a new website (as of 2018) and your old login details for the original
Growth Hub site will no longer work.

This ‘how to’ guide will show you how to register in order to be able to access the site’s
features.

The events section is for Cumbrian businesses only — please do not list an event if your
business is outside the county.

To navigate to the directory, please click the Events link in the top menu [see image below]

or browse to https://cumbriagrowthhub.co.uk/latest-events/adding-event-listing
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On the Events page, click on the List Your Business Event button, as shown below:
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Latest Growth Hub Events

The Growth Hub plays a key role in bringing Cumbria’s business (
community together and offers a varied and rewarding range of events
to help you develop and grow your business, learn new skills, access
expert advice, share ideas and meet potential customers.

If you would like to add a business event, view our

LIST YOUR BUSINESS EVENT >

Read our

Clicking on that button will take you to this page: https://cumbriagrowthhub.co.uk/latest-
events/adding-event-listing




This is what that page looks like (below). You can access this guide at [1], create a new user
account at [2] or list your business event at [3]:
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Adding an Event Listing

We have produced a step-by-step guide showing you how to list a Cumbrian business event in the diary.
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To make a new event listing, you will first need to create ser account 9

Note: This is a new website, so you will not be Please note: Events are
able to use your login info from the previous

queued for authorisation prior
to being listed on the website.

Once you have a user account, you may list your As a result there may be a
event by clicking the green button below. !

website

delay before your event is

LIST YOUR BUSINESS EVENT > e added fo the site.

If you are not registered on the new site, you will need to do so via the create a user
account link [2, above].

Note: You will not be able to create and submit an event unless you have a user profile for
the new website.

If you have already created a user profile to make an event listing, you won’t have to go
through the process again.

Simply login with those account details, and you’ll able to create events.

Please log in first

Username or e-mail address

Password

Remember Me

LOG IN 0




In the picture above, [1] indicates your registered email address or username, [2] indicates
your password (set at registration), click [3] to login and use the option at [4] if you need to
reset your password.

If you still need to register on the new website, this is what the registration area looks like:

REGISTER

You will need to create a username [1] - use your name of the name of your business - and

enter your email address [2].

Finally, click the green Register button [3].

Cumbria Business Growth Hub
& Rural Growth Network
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After clicking the green Register button, you'll see the Registration complete message [see



above].
You will now be sent an email confirmation.
If it doesn’t arrive, please check your spam area.

It will look like the image below — just click the confirmation link as indicated:

[Cumbria Growth Hub] Your username and password info inbox x

WordPress <wordpress@cumbriagrowthhub.co.uk>

to paul =

Username: PaulSat

To set your password, visit the following address:

< https://cumbriagrowthhub.co uk/wp-login.php?action=rp&key=QeDLxglINpEMESUXunBP&login=PaulSat>

https://cumbriagrowthhub.co uk/wp-login.php
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So far, we have set up a username and registration email, but we haven’t yet created our
password.
A new password has been automatically generated for you [1] — | suggest that you use this

one, as it offers an appropriate level of security:
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Strong




[Your password will be different from the one shown in the image above for obvious
reasons.]

Please note that you must click the Reset Password blue button [2 in the image above] to
confirm this password — you will not be able to login if you do not complete this process.

Once you have done that, you will see the confirmation message below:

Please make sure you record your password somewhere safe!

Having set up your website user profile, from now on, you will just be able to login to the
site, you only complete the registration process once.

To login, click the Log in link (as seen in the image above) or head straight back to the

Events page at https://cumbriagrowthhub.co.uk/latest-events/adding-event-listing

and click on the green List Your Business Event button:

to being listed on the website.

Once you have a user account, you may list your As a result there may be a
event by clicking the green button below ’

delay before your event is

LIST YOUR BUSINESS EVENT > added to the site.

Incidentally, now you have successfully registered on the site, you can also login via the link

in the menu at the top of the website:



Isiness Support Business Start Up Skills & Training

It doesn’t particularly matter where you login, so long as you have registered correctly on
the site.
Once logged in, depending on which link you used, you may be taken to the ‘Profile’ area

shown below:
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Don’t be put off by this profile area, it’s just the place where you can update your personal
details, add some social media information and create some profile text for yourself.

You can also change your password here if you want to and there are some colour options if
you wish to alter the appearance of this section.

However, none of this is necessary to proceed.

Once you are logged in —and when you click that List Your Business Event button —you will
be taken to the listings page with the layout below.

This is the simple format for beginners and | recommend that you use this in preference to
the alternative which | will demonstrate later in the guide.
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HOME > POSTE > SUBMIT AN EVENT

Add New Event VIEW YOUR SUBMITTED EVENTS
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The event listing process itself is self-explanatory, however | have posted some useful tips
below this image:

Event Tips

1 — Note that you can schedule multiple events — so if you run a weekly or monthly
Cumbrian business event, this can really speed up the listing process

2 — Once you set up a venue for the first time, it will be saved for the next time you list.

3 — Once you set up an event organiser for the first time, it will be saved for the next time
you list.

Once you have completed the listing, click the blue Submit Event button:

SUBMIT EVENT

This will take you to the page layout below.

You have a number of options in this page view:



[1] Edit the submitted event
[2] Submit another event

[3] View all submitted events

Event submitted_(Edit o
Submit another event 9
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Please note that you only get editing access to your own events, even though you may be

able to view the events of others.
Your listing will now be checked and published.
Please be patient with this process!

If you have any questions about the process, please email us at
info@cumbriagrowthhub.co.uk and we’ll be happy to assist.

There is an alternative way to make your listings and if you’re comfortable using Wordpress
already, you may prefer this method.

When you are logged into the website, you can create events using the top menu if you wish
to:

- X / [} Submitan Event

www.cumbriagrowthhub.co.uk
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To make your event listing from this area, you just need to click the + New link [1] then the
Event link [2] as shown in the image above.

Alternatively, when you’re in your profile area, you can also list an event by clicking on the
left hand menu:
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@) @A cumbria GrowthHub < New New Directory Listing

@ Dashboard

Venues

Organisers

In the image above, click Events [1} to open up the sub-menu and from there select [2] Add
New.

This Event listing format will be more familiar to regular Wordpress users.

It doesn’t matter which option you use, it’s just that the first option guides you through the
process more.

The image below shows where you add the title and basic event details:

'x_;‘w # Cumbria Growth Hub == New New Directory Listing fifl] Events

@ Dashboard Add New Event

B vt My Event Title
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My Event Details|

The image on the next page shows you how you add date, venue and organiser details:



The Events Calendar

TIME & DATE

Start/End 23/2/2019 &00am to 5:00pm 23/2/2019 Time Zone: Europe/Londen
All Day Event

Event Series: Schedule muitiple events

LOCATION

Venue:

Show Map: v

Show Map Link 7

ORGANISERS

Organiser:

Add another organiser

Next, you can add in event costs and an Eventbrite or other web link if you have one:

EVENT WEBSITE

URL:

EVENT COST

Currency Symbol: Before cost v

Cost:

Enter 3 0 for events that ar free or leave blank to hide the fisld

ADDITIONAL FUNCTIONALITY

Finally, select which categories apply to your event:

Event Categories A
All Event Categories Most Used

Annual Dinner
Business Breakfast
Business Exhibition
Business Lunch
Conference
Breakfast Meeting
Marketing Update

Masterclass hd

Lastly, you can Save Draft or Submit for Review, as shown in the image below:
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Your listing will now be checked and published.

Remember, please be patient with this process!

| work Monday-Wednesday, so if you submit outside these days, it may take a little longer
for your event to be approved.

If you submit within that window, you’ll get a fast approval, so long as there are no issues
that need to be resolved.

If you have any questions about the process, please email us at
info@cumbriagrowthhub.co.uk and we’ll be happy to assist.

Note that once you have registered to create an event listing, you also have the permissions
to create a business directory listing.

These can be found at https://www.cumbriagrowthhub.co.uk/directory

We have created a separate guide to creating a directory listing, but you need only
register once for Events Listings to be able to access both of these free services without

further permissions.
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