
Portal Partner


Events 

Entering Events onto Your Community Portal 

1. Firstly Log In to Portal Partner 
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Click here to log in to Portal 

Partner 

Enter your Portal Partner Username and Password 

This will then produce the following screen:


To add an event, click on Event Add 

Then complete the following template
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Event Title:	 Enter the name / title of the event


Name of Venue: Enter the venue where the event is being held


Start Date & Time: Enter the date and the time the event starts


(NB – ensure to enter the date and time in the correct format - dd/mm/yy hh:mm)


Stop Date & Time: Enter the date and the time that the event ends.


(NB – ensure to enter the date and time in the correct format - dd/mm/yy hh:mm)


If the event is for 1 day only then enter the same date as a start and stop date. Entering


a stop date ensures the event no longer appears on the site when it is over.


Location:	 In this box are all the villages in your town. Please select the 

location relevant for your event. Multiple locations can be 

selected by using the ctrl key on your keyboard. 

Category:	 Please select what type of event you are advertising. Again, 

your event may fall into multiple categories and using the ctrl 

key, multiple categories can be selected. 

Description:	 This is a free text field where a description of your event can be 

entered. These details may include a where the events is, who is 

welcome and a contact name and phone number for further 

details for example. 

Website:	 Enter a relevant website address, if applicable (this is not a mandatory 

field) 

Email:	 Enter email address, if applicable (this is not a mandatory field) 
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Picture:	 If you got any pictures to include just click on add picture and 

upload it from your file by browsing it. Write a description of 

what it is, click the button for making it live and click add 

image 

Files:	 Click on add file to add more files. Follow the links by 

browsing for the file and give it a description. Click to add file. 

Note down the number and click continue 

Preview:	 Click save and here to preview what your event will look like 

when on the website. If you are unhappy with it, amendments 

can be made and then preview the site again. 

Submit:	 Click here to submit your event for approval. 

The event will then sit in an editorial area where an administrator will approve the 

event. Once it has been approved it will appear on the website. 
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