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	WHAT’S COVERED IN THESE GUIDELINES?


These guidelines tell you how to create pages about events from information submitted by users through the events form.  
	1: GETTING A LIST OF NEWLY-SUBMITTED EVENTS


When users complete the events form, a notification e-mail is automatically sent out to alert the website editors that an event has been submitted. The information contained in the form is also submitted to the site, creating a pending page which you need to retrieve, subedit and publish.  

To do this: 

1. Go to the Pages tab.
2. On the right-hand side, under the heading ‘Select pages’, choose ‘By status’ and then ‘Submitted via custom forms’.  
You’ll now see a list of any events that have been submitted to the site but not yet published.

	2: PUBLISHING AN EVENT


To publish an event, click on the ‘Convert to Page’ link next to the event.  This will convert the event information into a submitted page, and take you to the title tab in order to start editing the page.  

Sub-edit the page and publish it in the usual way. Note that:

1. You may want to add a map showing where the event is taking place. 

2. Users who submit events are required to give an e-mail address so that they can be contacted by the site editors if necessary.  This contact information will be contained in the events information.  If the person who has submitted the event does not want the contact details to be published on the site, you will see a note to that effect – for example: ‘Please do not publish my contact information on the website’.  In this case, remove the contact details from the page (you could move them to the Notes box on the Save tab for reference).

3. The event should be published in the Events category. After publishing the event, you may need to change the order of the pages listed in that category so that the events are listed in chronological order. 

	
3: REMOVING AN EVENT


If you don’t want to convert a newly-submitted event into a page (for example, because you know it is a ‘test’ event), click on the ‘Remove’ link next to the event.
After the event has been converted into a page, it is possible to delete the page in the usual way (via the Delete button on the Publish tab.) 
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