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Creating a new event
Once you are logged on, you will see an admin bar at the top of the page. Go to
Content > Add content > Event to create a new event page.

Adding all event information
When you create an event, you will see a Title field and a few different sections
below that.
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Add the title of the event, then add the rest of the details.
To open up a section, click on the heading.

 Event details: this is where you can add the start date and time, end 
date and time, venue, registration link, internal and/or external speakers, 
select the audience, series and you can also link to Faculty Centre, 
Institute, Project(s), etc.
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When you have a reference field, like the ‘Link to Faculty Centre, Institute, 
Project(s), etc’ one, to add the centre, start typing the name of it into the field 
and then you can select it from a dropdown list.

This section will appear on the page like this:

 Notes & changes: add any relevant note or change information here.
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This section will appear on the page like this:

 Page builder: this allows you to add some text and accordions.

This section will appear like this:

 Right hand side: this is where you can add the organiser, internal and 
external contact, sponsor and related pages.
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This section will look like this on the page:
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 Taxonomy: here you can tag the event with a theme and select the 
event type. These will not appear on the page, but will be used as a 
search/filter on the event listing.

 Listing content: currently this isn’t used.
 Migration: some content from the old site was migrated into this 

section. Not relevant for new events.

Once you filled out all the fields you needed, save the page. Your event will 
automatically appear on the event listing page(s).
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