


Manual Part 3.1 - Adding Content, Events
You will be gathering information for local family-friendly events and activities to add to your calendar. You may want to create an excel spreadsheet to assist you in this endeavor to check local happenings on a weekly basis.  

The calendar is reserved for family-friendly events and activities in your area. All events listed on your calendar should have a child friendly component to it. DO NOT list events that are for adults only—Parenting Lectures, School Open Houses, Yard Sales etc.  Those types of events should be posted as a paid Open House listing, Shout Out! listing or social media posting. 

You can enter events on your local calendar in three ways once you are logged in. First, simply go to your local calendar page and click the green + icon at the top right corner to “Add New Calendar Event.” (1)  
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Second, you can add an event for a particular business by clicking from their B-page on the green + icon next to “Events.” (2) 
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Finally, you can enter an event via your Dashboard panel by selecting “Events” - “Manage Events” and clicking on the green + icon. (3)
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Whichever method you choose, you will come to the screen called “Add Calendar Event.”
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From the “Add Calendar Event” page you will be able to enter events. The red asterisks on the page indicate which fields are required. Please note: every event listed on your calendar must be associated with a business in our database.  

1. First, in the “Find Business” text box type in the business name and hit search. The site will default your search to a 15 mile radius from your main zip code. You may adjust the search radius as needed to find the business. A menu will provide you with options to select from. It can take some time for the menu to appear (the system is searching our entire database for a match) but please be patient, because you must use the menu to select your business name.
If the business does not exist in our database (ie. it didn’t appear in the menu), you must create the business listing first by clicking the “Add New Business” link underneath the “Find Business” search box. If the event is associated with a business which does not fall within one of our PunchBugKIDS resource categories, you must create a business listing with the “Miscellaneous – Miscellaneous Youth” business type associated with the business.
2.	Next you must enter the “Event Name” as you want it to appear on the event page.

3.	Enter the “Event Name on Calendar” as you would like it to appear on the calendar page.  You will be limited to 32 characters in this space.

4.	Next select when the “Event Occurs” by clicking once, daily, weekly or monthly.  Follow the prompts to accurately complete the date ranges.

5.	Enter the “Event Date.”  You will not be able to enter events further than 6 months out into the future.  

6.	Do not enter an “End Date” unless absolutely necessary. 

7.	Enter a “Start Time.”  

8.	Enter an “End Time” if known (not necessary). 

9.	Enter the “Event Description.”  Please be sure to keep your description short and informative. If you cut and paste content, use the “paste as plain text” function found in the formatting bar above the Event Description text box. If you do not, your formatting will be off. Paste your text in the pop up window and click ok.
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If you enter a link to an email address or url please use the “link” function found in the formatting bar above the Event Description text box.  Paste your url link in the pop up window and click ok.
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IMPORTANT:  Avoid leaving additional spaces at the end of your event description for proper formatting purposes. The description entered will also appear in your Events Email thus keep it precise. Extra spacing will throw off the format of your Events Email.

10.	Enter the “Event Location” to indicate where the event will occur.  This location information will also appear in your Events Email thus keep it precise. It should reference a name of the Business location, and it doesn’t need to be a street address. 

11.	Click on “Browse” to upload a .jpeg graphic for the event.

12.	Enter a “URL” that is specific to the event. Users must be able to contact the business hosting the event for additional details.  Again, keep the url precise, directing visitors via the simplest link.

13.	Provide the “Admission Prices.”  Indicate “Free” if the event is free, or simply indicate “Yes” if there is a fee but it’s unknown.  The description entered here will also appear in your Events Email thus keep it precise and consistent.

14.	Enter the “Age Ranges” for the event by entering a precise age range or “All Ages.”  Be consistent in the language you choose – “3 and up” or “three years and older” – pick one format and stick to it consistently.

15.	Enter the “Registration Information” if known by indicating “Required,” “Not required,” or specific contact information to register.

16.	Under the “Display on Calendar” section you must select either the box for Just for Tots (if it is an event for ages 3 and under) OR Kids (if it is an event for ages 4 and up or all ages).  Please make sure that you always check one or the other for any event you wish to have appear on your calendar. Do not check both boxes!

Additionally, you may check the box for “Picks of the Week” if you would like the event to appear on your homepage as a featured Picks of the Week Event.  (See Picks of the Week below for details) 

You should check the box for “Picks of the Week Email” if you would like the event to be featured on your Weekly Events Email (The Punch List) as a featured Picks of the Week Event. (See Picks of the Week below for details)

Finally, you may check the box for “A look Ahead” if you would like the event to appear on your homepage as a featured Look Ahead Event.  (See A Look Ahead below for details)

17.	Click “Save” to save your event.  Be sure to only save it once or you will end up with multiple listings for the same event on your calendar.


Manage Events
You are able to edit, copy or delete an existing event on your calendar through the “Manage Events” function.  There are three ways to do so.  First, simply go to your local calendar page and click on the calendar icon located at the top right corner to “Manage Calendar Events.”  (1)
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Second, you can edit, copy or delete an event for a particular business by clicking the calendar icon located next to “Events” on their B-page.  (2)
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Finally, you can edit, copy or delete an event via your Dashboard panel by selecting “Events” - “Manage Events” and selecting the event you want to manage. (3)
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Whichever method you choose, you will come to the screen called “Calendar Events” which will look like this:
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From the “Calendar Events” page you can search your events by Event Name, Business Name, Start Date, and Mileage range from a selected Zip Code.  After you have entered information in any of the search fields, hit “Filter” to search. Do not hit your return button. That will delete the field.

Once you have found the event you want to manage you may choose to edit (pencil icon), copy (paper icon) or delete (red circle icon) the event.
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Clicking Edit will bring you to the “Edit Calendar Event” page. You can simply make your edits and save your changes. You probably will need to re-upload your image when editing an event. This will edit the event.

Clicking Copy will bring you to the “Edit Calendar Event” page.  The page will be pre-populated with all the event information except the “Event Date:” will be blank. You can simply enter the new date and make changes to other content if needed. Click “Save” to add this as a new event to your calendar. This will create as a new event on your calendar and will not edit or delete the event you copied.

Clicking Delete will bring you to the “Delete Calendar Event” page where you will be asked “Are you sure you want to delete this calendar event?”  You need to click delete or cancel. Once you delete an event it cannot be undone. This will delete this event.

If you are making changes to a recurring event, a pop up window will ask you whether you want to make changes to “Just this Event” or “All Events.”  Follow the on screen instructions and make your choice based on the changes you want to make.



Events Added by Other Publishers and Site Users 

From your Dashboard click on “Events - Pending Events” to review events pending in our system which are not on your calendar.  These include events added by other Publishers and events submitted by users of your site.  

[image: ]

From the Pending Events page simply search for events by a mileage range from your zip code to see if there are any events you would like to add to your calendar.  (The default is set to a 15 mile radius from your zip code)  The events are listed by “Event,” “Date,” “Business,” Added On,” and “Added By.” 
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Check the “Added By” column to see whether the event was added by another publisher (Email address will be punchbugkids.com) or a user of the site.  

Click the pencil icon to the right of each pending event to either add it to your calendar or remove it from your Pending Events page.

The next screen will take you to the “Approve Pending Event” page where the submitted information is listed.  On the right side of the page you will see possible matches for pre-existing events in our system. Make sure the event is not already listed. If it is, you do not want to add the event to your calendar. Click on “Do not Add on Calendar.”  

If you do not see a matching event listing and would like to add the event to your calendar, enter the name of the business under “System Business Name.” A drop down menu will provide the business listing. If you do not see the business listing you will need to click the “Add New Business” link first to create the listing.  Next, choose how you want the event to appear on your calendar (Just for Tots, Kids, Picks of the Week, A Look Ahead). Then click “Approve.”

This brings you to the “Edit Calendar Event” page where you can make formatting and content edits to the listings. You will want to upload an image for the event. You must “Save” the event listing to have it appear on the calendar.  

Be sure to check your Pending Events on a regular basis to keep your calendar up to date.

Please remember, if you edit anything on an event listing submitted by a Publisher, your edits will appear on the other community’s calendar. Thus please be respectful and do not make substantive edits to events created by other publishers.

When adding events submitted by site users to your calendar you must:
1. Confirm the correct information is supplied for the required fields.  
2. Make sure the event “Name on Calendar” appears correctly. You are limited in the number of characters you can use in this field.
3. Make sure there are no additional spaces at the end of the “Event Description.”
4. Select the calendar on which the event will be displayed.  Kids or Just for Tots, Picks of the Week and/or A Look Ahead. If you do not select Kids or Just for Tots the event will not appear on your calendar.
5. Click “Save.”



Resources Added by Site Users
Our system allows for the public to add business listings or events to your site.  Any such additions to your site will require your approval as Publisher before the business listing or event is visible to the public.

[bookmark: _GoBack]The site user wishing to add a business listing or event must first create a profile. Once they have done so they will be able to submit a business listing or event. The submitted business listing will be listed on your New Businesses page. The submitted event will be listed on your Pending Events page.
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