5Rhythms.ch

Adding recurring events for your
classes and workshops.

Login:
5rhythms.ch/admin



Introduction

Adding an recurring event
consists of three steps:

1. Adding missing locations
2. Adding the recurring event
3. Remove holidays




Adding missing locations
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Adding missing locations

Now click on Locations/
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Adding missing locations

Please fill in the following
information for the new
location:

Location Name

- Address
- City/Town
- Postcode

Country

Then choose the region of the

location.

Once done please publish the

new location.
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Adding recurring events
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Adding recurring events

Please type in the title of your
event and a description.
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Adding recurring events

If you want to add a flyer or
any other PDF document,
please place the text cursor
to where it should appear and
click on Add Media.
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Adding events

Now, you can chose from
already uploaded images or
you can upload your own.

How to upload a new image
is explained on the next
page of this tutorial.

To choose an existing image
choose your folder, select the
image and finally click on
Insert into post.
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Adding events

To upload a new image
change to Upload files, then

choose your folder and s pddmede
upload your image with .'-
Select Files.

Create video playlist
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And finally click Insert into
Drop files to upload
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Adding recurring events

Please remember to chose
under Event Categories
whether it’s a class or a
workshop.
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Adding recurring events

Under Recurrences further
down below, you can set a
time and then how and when
the event should recur.

Please note that is important
for weekly classes to indicate
the weekday (Mon, Tue,..).
Otherwise the event cannot
be saved.
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Adding recurring events

After that, please choose a
location/Veranstaltungsort
from the dropdown list.

©1 P 0 4 New WPForms = De @ Howdy, Urs Keller &

Finally publish the event. - ' ' o

[if Publish immediately Eg
® Comments

) Veranstaltungen m
19

Veranstaltungen (i8) Veranstaltungsschlagworte A~ ~ 4
Veranstaltung
hinzufiigen
Veranstaltungsschlag
worte
Veranstaltungskateg
orien

Veranstaltungsorte

Word count: 0
Wiederkehrende

Veranstaltungen A ]
Wiederkehrende Veranstaltungen AV a Veranstaltungskategorien A~ v
Einstellungen

Hilfe Alle Veranstaltungskategorien

Veranstaltungen beginnen sb‘ 00:00 ‘ ms‘ 00:00 ‘ Ganztigig ()

=] WPForms —— .
= Zeitzone | Zurich v O Kiasse

X () Workshop

earance Moo o~ .

e Die Veranstaltung wiederholt sich ‘ Taglich o

Plugins

Wiederholung findet statt von ‘
Users

Tools Jede Veranstaltung davert | 0 | Tage.

All-in-One WP Fiir eine wiederkehrende ing wird eine ige nstal fiir jeden " n Termin in diesem Zeitraum erstellt werden.
Migration

Settings

Meow Apps Wo N~V

i seo@ Veranstaltungsort: | oy auswahlen v

13



Remove holidays

Once you created your
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Remove holidays

If you need to get rid of more
than one of your recurring
events, you can check each
one, then under Bulk actions
above select Move to Trash,
and click Apply.

You can use the Search
Events option at the upper
right to show only the
recurring event in question.
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