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SIGN IN Using your email address and confidential password
DASHBOARD This is the page that opens after sign in. Go to EVENTS

A NEW EVENT PAGE Opens up

Here you enter all the details about your event, including how you
want attendees to contact you .

For Flexibility & Convenience : We recognise that there are times when for
example a Training Course may be run over multiple evenings and perhaps
each session is to be held at a different location, so we have included the
option to list up to 3 dates and locations for a particular event.

Image : This is the feature image that appears on your event listing. It can
be your logo or other picture that draws attention to your event.

NOTE : The ideal size is 233pixels wide x 150 pixels high with a resolution of
72dpi. Maximum image size is 2 MB. Images larger than this will not show. (If
you have difficulties please contact us and we will help you.)

Image Description - Enter descriptive keywords about your event.

Note: This will help search engines like Google find your event listing eg. Yoga
workshop Belfast, stress release Lisburn, your practice name, the event’s name
and add the word logo or image (which ever applies)
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How to: Successfully create your Event listing.
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Promote your Natural Health
Events simply with us.

Events Adverts

*Event Name: Telephone:

*Contact: Mobile:

Email: Website:

Telephone Mobile ® Email

Your preferred method of contact:

*1st Location: *Date & Time:

Event Dumtlon:( -- Hours -- ) ( -- Minutes )
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@ Add Second Date
@ Add Third Date

Event Type:

Choose File ' No file chosen

Main Image:

Image
Description:
(helpful keywords for
search engines)
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Synopsis (200 characters) : This is a short description of the key event features. This will appear in the
main event calendar. This should be written in a way that encourages the reader to click through for more
information.

Text : This is where you expand on the event features and give full details.

Directions : A Google map is automatically generated for each of your event’s locations. However you may
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DIRECTIONS (OPTIONAL)

wish to add additional travel or parking information, eg. highlighting particular land marks, one way S S
systems, bus routes, parking options etc. Fill this in here. R
You can now either: o M L
1. Publish your event. Your event is now LIVE.
2. Save as Draft. Your event is now saved to Drafts & can be published later. @ Publish m
° Save as Draft *Event Name:
*Contact:
Overview
Add New Email:
This is how your event will appear in the calendar NATURAL HEALTH EVENTS

(this is where your 200 character synopsis - duly 2012 -

appears with “...click for full info”). \ - August 2012 -

Reiki Training Belfast - Level 1
64 Holywood Road, Belfast BT1 4NT

- 10:30am
18 abrumnio

An introduction to Reiki. 6 hour course starting at 10.30am to 4.30pm
Contact: Ingrid Darragh www.equilibrium-ni.com
Phone: 07! 40622 info@equilibrium-ni.com more Info >>

Training

- September 2012 - v
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When “...click for full info” is clicked a new window opens showing your : ) e | Losstn: ¢

event in detail. Natural Health, Events here for you in Northern Treland

Don’t forget to make use of your message board to S Reiki Training Belfast - Level 1

Promote any offers relating to the event, publicise [ 1 Jr— or—p—y

future events or add testimonials - eg. 20% OFF for early booking, s Emcemmeee ] o

follow up workshop next month etc.. A oo rens iR ey

Dates: ‘Sat 18th August 2012

Special Offer

e e Reiki Training Belfast - Level 1

Normally £95 Pay just £80! With Reiki master teachers Ingrid Darragh and Richard D. Martin Reike can ease stress, clear the mind, restore clarity and help to
relieve symptoms of physical ailments. Learn to do Reiki on yourself. Includes training manual and certificate. Course costs

Satsrsyle Aot 2012 normally £95, quote this advertisement and receive £15 OFF, pay just £80.

Contact us - www.equilibrium-ni.com

Telephone - 07843 240622

Emalil - info@equilibrium-ni.com

EVENTS OVERVIEW.

Hi Natural Therapies Welcome Back! v

SAVE AS DRAFT
You can create an event and because you maybe don’t have a piece of information e . y ; Your Help &
it Y P ) %6 atural herapies directory NI o WPl W s 5T
- the venue or speaker, you can still create your event as above and ’'save as draft’. saturalitieraplesiiactorynicom
¢ check your messages

Your event will be saved into the ‘Draft ‘ section and once you have the final piece of
information you can edit the draft and publish. | herapist || cortifedTrainng | | Evems || Adverts )

< J A

PAST EVENTS e
Once events are over they move from the live site to ‘Past Events’. Here you can edit S ce

the event and re-use in the future. Simply edit and publish. fanen _

Wed r;esds;;/ 1st Ociol;er 2014 Tr’a’in’inrg
w Adv: d t for developing your Natural Health
DELETE EVENTS businees _ [ Pubiish ]
NEED A Natura Healt Producs 10 Prnco Pogent Roadgeltast m
. . . . . 2 is evening i for those who want to harness the power of Facebook to develop.

Should you wish to delete an event entirely, simply highlight the event and press NS " L e e R T T —

. Click here for our o~ “& Contact: Sonia Longridge www.naturaltherapiesdirectoryni.com - =
delete on your events overview page. holpful Events How — R Gakaiheransirocin Som

To Guide /4

Monday 3rd November 2014 Class

. Harness the Power of Linkedin for your Practice
| Natural Health Products, 10 Prince Regent Road,Belfast
| L Linkedin is the worlds largest professional network. A very POWERFUL online m

RE-USE EVENTS

Should you have a past event that you are planning to re-run again, then

you can re-use this by pressing the reuse button in the past events section of tour
events overview.

marketing tool for therapists to create personal and business profiles,and create
networks of connections.

Contact: Sonia Longridge www.naturaltherapiesdirectoryni.com
Phone: info@naturaltherapiesdirectoryni.com
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THE EVENT LISTING PROCESS

1. When you have created your event simply press the ‘Publish’ button. The event is saved and goes live onto the events section of the
directory.

2. When you have created your event but need to add information that you do not have at present, you can save the event as a draft for
publication later. To do this just click the ‘Save as Draft ‘ button. Your event will now not be live but appear in the draft section ready for

publication later. Note- you must press the ‘Publish’ button for your event to appear live on the directory.

3. When events pass their date they are not live any more do not show on the directory. They transfer to a folder called ‘Passed Events’
where they stay so they can be edited and re-used if desired.

4. Events can be deleted when necessary.

IMPORTANT NOTE: Please ensure that you have copyright for the use of any images used in your event listing or published
anywhere on the website.



