
 How to add an event 
Go to your https://www.clarku.edu/events/wp-admin to log in to the events calendar website with your 
Clark account and password. 

If you need permissions, please enter a web request at https://www.clarku.edu/web-request/. 

 

 

 

 

https://www.clarku.edu/events/wp-admin
https://www.clarku.edu/web-request/


 

If you come to a window that has a dashboard you can click on the Home Icon or the word Clark 
University in the administrator’s black horizontal bar. 

 

If you stay in the dashboard, you can click on the Events button on the left side of the screen and hit the 
Add New button. 



 

Or, if you’re on Events homepage, you can click +New in the administrator’s black horizontal bar at the 
top of the page: 



 

Title:  Add name of event for the title.  Example: “Fall Open House” or Presentation Title.  No need to 
add date of event within title. Other Examples I’ve seen are: “Community Conversations: Cooking Up 
Some Scholarships and Creative Work”. Try not to make too long, or even consider taking off the 
“Community Conversations” and add it as a tag (see further details about tags later within this 
document). 



 

 

Event Calendar Details 
 

Set date/time of your event 

Add the start/end date and time for the event, by clicking on the date that appears within your event 
page.  This sets the items to display on the events calendar or your departmental events listing module 
and will automatically archive items once they’ve passed those dates. 

 

 

Then click on the calendar to set your date and time: 



 

There is also an area in which you can add reoccurring or multiple events. To schedule a reoccurring 
event, click the “repeat this event” button. 

If the event is a reoccurring event or runs every week on a Monday, for instance, check Monday.  Then 
make sure to add when the series ends for a date set. So, if your event runs from August 13, 2019, to 
February 9, 2021, make sure you indicate that the series ends on that date. 

 

 

 

Set up how often you want the event to repeat by choosing the drop down for “Happens” 

 



The add either More dates this event might happen if there are different times or individual dates that 
are not set to a pattern.   

If the event runs daily and there are particular dates it won’t run on due to a holiday, hit Add Exclusion. 

Adding your details or description of the event 
Add a detailed description about the event by clicking on the empty block or add additional blocks.   

 

This would include a summary or overview of what the event is about. Also adding any details such as 
information about the speaker. If there is any documentation that needs to be downloaded for the 
event such as an agenda, download flyer, etc. add that to this area as well. Also add any links to zoom 
sessions or event links to event sites for registration within this area as well. Images can be added as 
well like images of the speaker or a poster. 

 

 

  



Add a Venue or Sponsor(s): 
These fields are optional.   

Sponsors (Organizers):  

Sponsors are a useful way to display other departments that may be sponsoring your event, but it’s also 
important that you add your own department as well, so your events will pull in automatically into your 
events feed on your homepages.  Make sure you first include your department, then add additional 
sponsors or organizers. 

Click on the “Add or find an organizer” to find a sponsor (organizer).  

 

Start typing a sponsor’s name and if it’s already in the system it will pop-up: 

 

If the sponsor’s name is in the system already, just click on it.  If not, it’s okay to hit “create”. 

Then add in a Phone number, website or email if needed. 



 

Venue 
Works similiarly as the sponsors.  Start typing in a venue and if one pops-up and already created, then 
hit that item. If not in the system, it’s okay to “create”. 

 

 

Event website button 
You can add another event website like Eventbrite, Alumni site, or even a registration site. Just enter the 
URL in the URL field. 



 

 

Event cost 
If your event has a cost to it, enter the currency symbol and the cost in the two fields that are provided. 

 

 

Featured Image 
This image shows up as a thumbnail image on the events listing pages. 

  



 

Click on the button on the right side “Set Featured image” to upload a new image to your media library: 

 

You can either upload a new image or select an existing one within the media library: 



 

 

  

The system sometimes just comes back with a grey box – it’s because it is just too slow loading the 
image, but it’s there. 

We encourage users to add a feature image. 

 

 

Excerpt 
Adding an Excerpt: The excerpt is a post summary of the event and displays on the event listing page as 
a short description for the web audience to understand what the event is about.  Then the user clicks on 
the event item to get the details of the event itself. 

 



Otherwise, the system will automatically pull-in a part of what you have entered in the text editor for a 
description.  We recommend that you add an excerpt because there may be times it looks a little messy. 

 

 

Other Features to filter events or display them 
 

Tags: tags are useful if you have a particular set of events like Fall Lecture Series or Art Exhibitions, 
Community Conversations, Symposia.  This is a way for website visitors to view all the events pertaining 
to these subjects.  You can add multiple tags as you would like. This makes it not only easy for outside 
visitors to find events pertaining to that subject area or keyword, but also is helpful for setting up 
customized listings just pulling in those events based off of those tags or keywords. 



 

Event Categories (Events by Topic): 

Choose the category that best describes the type of event by interest or subject matter.  This option is 
located on the right side of the template.  Please note these categories were pre-chosen by senior 
leadership that shows subjects that best represent Clark. 

 

You can choose more than one interest if it applies. 

 

Additional Options to control what gets displayed on the events calendar 
  

Hide Event from showing up on University Calendar: There may be times when you want to create an 
event and do not want to share it with the external general audience and only display on your 
departmental page.  Such as Department social events, departmental meetings, weekly drop-in hours.  If 
you check off the box “Hide from university calendar” it will not show up on the listing 
page:  https://www.clarku.edu/events/all-campus-events/. Event will only appear on your departmental 

https://www.clarku.edu/events/all-campus-events/


site’s calendar.  You can also check the “Guidelines for Including Events” on 
https://www.clarku.edu/events/about-the-calendar/ for more information on what types of events to 
display on the general master calendar listing page.   

 

  

Making an Event (Private) – there are times when events should be only for internal audiences.  Where 
a user needs to sign in using their Clark account to see the event details and you do not want the 
general public to see these details.  Outside visitors will only see the title of the event but will not see 
the details of the event at all. 

   

 

Note content above is missing.  The user only sees the title.  When the user clicks on the title, they are 
prompted to sign into our CAS with their Clark account.  Another example would be for instance “Active 
Shooter Training”.  Just put in the title “Mandatory Training for Staff” – then in the details of the event 
page – state in the description that there is a mandatory training for all staff to participate for active 
shooter training. 

To make these events private, click on Restrict to logged in users. 

https://www.clarku.edu/events/about-the-calendar/


 

 

 

 

  



Publishing or Scheduling your Events to display: 

You can publish your event to show up immediately, but just hitting the Publish button in the far right to 
save your event item. 

You can also schedule your event to show up on a particular date and time.  This is helpful if you don’t 
want to overwhelm your website visitors with too many events, or if you want to focus on an important 
event several weeks before it starts.  To schedule the event, hit the Publish Immediately Edit button at 
the far top right corner. 

 

Choose a date and time for when you want the event to publish out.  Make sure you hit OK.  Then hit 
the blue Publish button. 

Now your event won’t be scheduled to appear until that date and time has passed. 

When the event publishes, it will automatically appear within the Event Calendar or on your site: 



 

 

 

 

 

  



To change an Event Item 
 

Login https://www.clarku.edu/events/wp-admin.  Make sure you’re within the Dashboard, if not then 
click on the button in the black horizontal administration bar that states “dashboard” 

 

Hover over “Events” in the left side of the dashboard: 

 

This will show ALL the university events entered by everyone.  However, you will only be able to 
maintain or edit your own.  Do a quick search for your event by using the search box:  

https://www.clarku.edu/events/wp-admin


 

Once the event is found and displayed, hover over the event title that you want to make changes to and 
hit Edit. 

Now you can make changes.  Don’t forget to hit the Update button to save our changes. 

 

  



Events Displaying within a block on your homepage 
The customized blocks are setup by the Web Operations team. To add one to your particular page or 
homepage, enter a web request at https://www.clarku.edu/web-request.  

When there are no upcoming events to display  

During certain times of the year, you may not have any scheduled events.  No problem.  We’ve built in 
an automated message to display.  Please note the below screen shot of your events module that is 
displayed on your homepage or other webpages, you’ll notice the message that gets displayed, “There 
are currently no upcoming events scheduled…” 

 

View all events 

This page is set up automatically to pull in all your upcoming events. 

 

Users to have the ability to view Past Events. 

https://www.clarku.edu/web-request


 

Click Previous Events and this is what users will see. 
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