Adding Entries to Historical Events
To be able to complete this task you must have special permissions

1. Open up the home page of the website as you would normally do.
2. From the Home Page go to the far top left corner and on the black ribbon click on Wiltshire OPC Project and from the drop down select Dashboard.
3. From the list on the left hand side of the page click on Historic Events and from the Drop Down Menu Select All events this will bring up a list of every event we have published in the calendar

4. From here you can add new entries by clicking on the add new tab.
For the Purpose of this exercise 

5. Go to the word document list of entries to be added and select the first entry to be added by cutting or copying it.
6. Return to the website page and paste the cut/copied text into the large text body space below the editing panel.
7. Type the date of the entry in the date field using dd-mm-yyyy format - eg. 01-01-1901 (please note a hyphen is used and not a slash)
8. Remove the date in the actual text body up to the first letter of the entry.  (As a cheat I tend to cut the date from the text up to the first letter of the entry and paste this into the date then removing the spaces and hyphen just leaving the date 01-01-1901 
9. Scroll down to the tab labelled type and click on the down arrow (This will list all the available categories)
10. Select the type of event you are adding from the list by clicking on it - eg. WWI services casualties (WWI would be dated 1914-1921) or WWII Service Casualties (WWII from 1939-1947) 
11. When happy with the entry Click on the Add button

12. That will take you back to the whole list.
The only thing to be careful of is to select the correct event type - it might be worth taking a look at the categories/event types by the following 
13. Open up the home page of the website as you would normally do.
14. From the Home Page go to the far top left corner and on the black ribbon click on Wiltshire OPC Project and from the drop down select Dashboard.

15. From the list on the left hand side of the page click on Historic Events and from the Drop Down Menu Select Event Types (This will open a list of event types and a description of when to use them)

16. Should you be unsure what conflict/event to choose select the miscellaneous and undetermined Military Related Deaths option

