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What’s On Event Listing User Guide 
Welcome to the City of Melbourne’s What’s on website. It is Melbourne’s most visited event listings site, attracting nearly 3 million visitors and delivering over 14 million page views a year.
Events listed range from school-holiday activities to cultural festivals, theatre, lectures, tours, gigs, films, charity fundraisers and free events. We try to be as complete and comprehensive as possible with the listings, as long as they occur with the City of Melbourne’s municipality. 

These events are submitted to the site via the Event Listings Database (ELD), where listings are created, and then edited and approved or rejected.

Before you list your event, please ensure it meets the following criteria:

· Your event is taking place within City of Melbourne’s boundaries. Please refer to this map:  maps.melbourne.vic.gov.au
· Your event is an organised public event rather than advertising services or products. 

· Your event is not a duplicate event – you can check this by searching the What’s on website (use simple search terms).
Access to the ELD is gained by clicking on the ‘List your event/business’ link, in the footer, at the bottom of each page:
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Creating your Event Organiser account

One you’ve clicked the ‘List your event’ link, the following screen will open in a new window:
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Creating your own Event Organiser account is simply a matter of entering your details on the following screen. Please make sure all fields marked with a red asterisk are filled in.
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Once you have created your account and logged in, you will see the following screen:

[image: image4.png]'y of Melbourne Event Google Chrome

{2 Htpseventisting thatsmelbovre. com.auf THELD_Evetiai aspx

CITY OF
MELBOURNE

What's on - event listings telp

From this page you can create 3 new svent. You can also view, edit or delete previously created events and edit your dstails

Information you enter about your event will be shown to the publict!

Create a new event

Edit my details

Logout

Events you have pre:

usly listed:

Event Starttime Endtime  Category Type status

Thursday 01 Saturday 31 Fashion and Past

Windows by Design e anta e oya Festivals  [eehon andPast Edit | Copy | View| Delste

Fidey a0 Friday 30 Leamand Lectures  past
Diskens and chidren 1L 3oz Warch stz ses o and rorums event  E0L| Cony | [View| Delete
Welbaurre Approved

Fidey 01 Sunday 10
et v [0 S et v ama [t [Cagy] [View | [t
Treasures of the Approved

son Thursday 24 Thursday 24 Leam and  Lectures

Fondation Napoléon and Edit | Copy | View| Delste
with Karine Huguenaud 127 2012 May 2012 See and FOrums o lines

Bstat| (3 L © D ©

() 1box - ... [ @ 6 Govgle .~ |22 Windows.. | (=) marosort x| 1) skyper- i | ) ocuments .. | [« G /e 25 %157





Hit the ‘Create a new event’ button, and off you go! This is where it all starts happening:
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Again, please be sure to fill out all fields with red asterisks.

Unless you are entering an event organised by City of Melbourne, please leave the ‘Artist/designer’, ‘Presented by’, ‘Campaign code’ fields blank.

A quick word about the ‘Event category’ and ‘Event type’ fields

When you select the ‘event category’ from the dropdown menu in that field, the ‘event type’ fields will change according to the category. Try and be as accurate as you can with the category; for example, if your event is part of a larger festival, select ‘Festivals’ as the category, and that will give you some event type options.

 If your event is a boat cruise, whether it be a dinner cruise or a sightseeing cruise, please select ‘Tours’ as the category and then ‘On the water’ as the event type.

‘Short summary’ and ‘Event description’ fields
This is where you describe your event. The text you enter into the ‘Short summary’ field will be shown in search results and feature boxes on the What’s on website, and it’s only 150 characters long – characters, not words – so keep it pithy, punchy and make sure it presents a quick snapshot of the event. The Short Summary doesn’t appear on the page of your actual event listing.

The ‘Event description’ field is where you can give more information. This field has 1000 characters to play with. What works best is a recap of the Short Summary, followed by two or three paragraphs describing the event. There’s no need to include venue details, times and dates or cost information here; there are other fields later on for those details.

The ‘Age Range’ and ‘Licensed/BYO’ fields are self-explanatory, and not mandatory.

Venue Details

Getting your venue address details correct is pretty important, and it’s easy as well.
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Before entering venue details in manually, always check first if there is an existing venue record – it saves you time and helps minimise errors. The 'Existing venue' field will also cross-reference your event so that it appears on the venue page (if the venue has a business listing). To check, type the name in the 'Existing venue' field and click 'Find'. It looks for exact matches, so enter 'Federation Square', not 'Fed Square'.
Here’s an example of the screen that will then display:
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If the venue matches, hit ‘Select’, and you will be taken back to the first screen.

If your venue doesn’t already exist in our database, select ‘Enter details manually’. Here’s what you’ll get:
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Add the venue name and address. The street address goes into Address1, in three separate fields. The first is the street number, the second the street name, and the third field is a dropdown box, where you can select Road, Street, Lane etc. Please use all three fields, and not put the whole street address in the middle field. Suburb and postcode fields are self explanatory, but please make sure the postcode is correct, because this will affect the way it appears on the map. 

Once you’ve entered the address, hit the ‘Next’ button, and you’ll be taken here:
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Here’s your chance to make sure the location is displaying correctly on the map. You can relocate it by shifting the red pin icon with your mouse arrow. This is useful if you want to indicate the appropriate gate for a large park, for instance. Any special notes about the venue (eg, Level 2, a particular room, entrance, Melways map reference, parking details or public transport options) can be added to the ‘Location’ notes field. Once you’re happy with this page, hit ‘Next’, and you’ll move on to ‘Date & time’.
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Date & time

By clicking on the calendar icon next to the date field, you can select the start date and the end date. Then you can add specific times.

Here are some helpful hints when adding session times:

· All times need to be in a 12-hour format, like this: 9am, 2pm, 7:30pm, etc. If you don’t add ‘am’ or ‘pm’ it will default to ‘am’.  And please use a colon rather than a full stop to separate hours and minutes. If it’s a round hour like 10am, there’s no need to add ‘:00’.

· Click ‘Add’ to save the session time/s

· Make sure you list session times for all days if the event runs longer than one day.

· You can add up to three different session times for every day. So if your event has three sessions, eg. 10am, 1pm and 3pm, you can add these as separate session times.

· If it is an all-day event, you can just tick the ‘All day’ box. Similarly, if you’re unsure of what time it finishes, the ‘Till late’ box is there as well.

Any other notes about times can be added in the ‘Notes’ field. For example, special exceptions like public holidays, or markets that are only on the first Sunday of the month.
Please make sure you add at least one event contact detail: a phone number, an email address or a website address. As you can see, the web address field already has ‘http://’ hard-coded in, so all you need to add is the actual address.

Once you’ve completed this page, hit ‘Next’, and it’s off to the ‘Booking info’ page.
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Booking info

The first dropdown field offers you a number of options. If the event doesn’t take bookings, you should select ‘N/A no bookings’. The Ticketek and Ticketmaster options will auto-fill the subsequent fields, while the ‘Bookings available via’ option then requires you to fill in the booking details. 

They can be the same contact details as the Event contact details, or if they are different, please fill in all relevant fields.

If your event is free, then just select ‘This is a free event’, and your work is almost done. If there is a cost, you have the option to select payment types and methods. Select all the relevant ones.

In the ‘Notes/Prices’ field, please add ticket prices, breaking them down into Adult, Child, Concession, Group and any other options. 

When adding the price, please use round figures, such as $25 rather than $25.00. Of course, if the price is $25.50, please enter as such. This is also where you can mention that bookings or RSVPs are essential, even if the event is free.

Hit ‘Next’, and we’re almost there. If your event is a music event, here’s where you can select a music type:
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Select a Picture

Now it’s time to add an image.
First of all, you’ll need to make sure that the image you want to attach is the right size. We can only publish images that are 385 pixels wide and 257 pixels high, and they have to be jpegs, in RGB format rather than CYMK, and not over 3MB in size. If you have an image that isn’t configured to the required pixel ratio, then you can resize and crop the image in most image software programs. 

Here’s how you can resize in Microsoft Windows Picture Manager:
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Hit the ‘Edit’ button at the top right of the file. A menu will appear on the right. First, hit the ‘Resize’ icon, and you’ll be shown the size of the original image.
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Select the ‘Percentage of original width x height’, and enter a percentage number. In this example, we’ll go with 68%, seeing we want it around two-thirds of the original size (we want it 257 pixels high down from 295). This can take some trial-and-error percentages, but try to get it as close to 385 x 257 as possible, like this:
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It’s time to hit the ‘Edit Pictures’ button again and select ‘Crop’:
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Now you can grab the black guides on the side and crop the image until it’s the right dimensions. In this one, we’ll crop it from the right side until it is 385 pixels wide, and then bring it down from the top to 257 pixels high.
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It’s now the correct size. Go to ‘File’, select ‘Save as’ and rename the image so you know it’s the edited image, and then close the image. 

You can now add the resized image to your event listing.


[image: image18.emf]
Choose the file from your computer; add a title into the ‘Image title’ field, and then hit the first ‘Add/Delete’ button.  If you have more than one image, just repeat the process with each image. We recommend you don’t add more than three images.

Hit ‘Next’, and you’re pretty much done. You’ll see this screen:
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You can view your event, to check all the information is correct, by hitting ‘View event’. Once you’re happy with it all, make sure you select ‘Submit this event for approval’, and hit ‘Next’.
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Hit ‘Finish’, and you’re done! But make sure you do hit ‘Finish’, because otherwise it’ll save as ‘Incomplete’, and won’t be able to be approved.

Once you’ve submitted your event, the City of Melbourne Events Listings editorial team will review it and make sure everything is correct and in order, and approve it for publishing. Once that’s done, you’ll receive an email informing you that your event has been approved. Unless the event has already been listed, it doesn’t fall into the City of Melbourne boundaries, or isn’t applicable as an event. In which case, you’ll receive and email from the editorial team explaining this.

Once you’ve created an event, you can create more by either creating a new event, or copying an existing event:
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And it’s as easy as that.

Tips and suggestions

There are a number of style guidelines that we ask you to adhere to:

· Please do not use “double” quotes, use ‘single’ quotes instead.

· Do not put entire words in CAPITALS (unless the event title is an initialism)

· Use the word ‘and’ rather than an ampersand: &

· Avoid using exclamation marks, unless they are part of the event title.

· Please add a line space between paragraphs in the ‘Event description’.

· Numbers between one and nine should be written alphabetically, and numerals used for anything over 10.

· Include area code for phone numbers, and separate them like this: 03 9999 9999, 0409 909 909 and 1300 999 999.

Once you have submitted your event, please allow two working days for it to be approved. You will receive an email advising you that your event is online.

If you have any queries, please email us.   
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