How to Create Events in WordPress

Step 1: Log in to WordPress

1. Go to vour WordPress login page (ucusally valy. @
fwp-admin).
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2. Enter your username; and password, then click Log in.
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Step 2: Add Event Title and Description

1. Add a Title field, enter a name ot
your event, add details e

2. Am content area. Add New Event

Step 3: Set Event Date and Time

4. Seroll to the Time & Date” Time & Date x
section. Inited 0221 Auguil 5220 Puber

2. Choose a staict and end date ad time. 5w Uttrliong ~  GieBE 60

Step 4: Add Event Location (if applicable)

1. Add a name, pnone number, email, wrigie
or website. o Actuso
) City
Step 6: Add Organizer Info (optional)
1. Add Ol‘ganarer i.ﬂfo or Webse or Set featured image
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Step 7: Add Event Image
1. Click . Preview” to see what bur vend rou ke 1k & ike. Preview
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2. If everything looks good, click.,Publish.”
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Step 8: Choose a Category or Tag (opional)
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/. Label your event with a category (e.g. ‘Community”’
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‘Workshop) to keep things organized.
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Tips:
» Double check your dates and times!
o Make sure your featured image is hig.

* You can edit events antime by going! Events— All Events ~~clicking ,Edit.”



