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Welcome 

Hello and welcome! 
 

This document is a handy, step-by-step guide that will show you how to list 
a group event on the Bolton Green Umbrella website. 

 

This guide contains active hyperlinks that can help you to navigate your 
way through the process and successfully complete your listing. 

 

All hyperlinks are underlined in a blue font, like so.  

 

Clicking on any hyperlink will take you to the page or open the function de-
scribed in the text. They can be especially helpful if you are unfamiliar with 
our website and its content. 

 

We hope you find this guide useful, however if you need any additional 
guidance, or have any further questions or concerns regarding the event 
listing process, please do not hesitate to contact us.  

 

Now, let’s list our first event! 
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Signing In: 

1.)  Sign into the Bolton Green Umbrella website 

To upload an event, you must be a registered group leader and log in via the 
’Sign In’ page first. Once there, you will be presented with a window like the 
one below and prompted to sign in.  

2 

Please ensure you use the same email address and password you chose 
when signing up.  

Click on the dropdown menu to view all the groups currently registered 
with us, select the group you belong to and click on the ’SIGN IN’ button.  
 

If you encounter any difficulties when signing in or have any queries about 
your account, please do not hesitate to contact us.  

 
What if I don’t have an account or a registered group? 

If you have yet to register your group and/or create an online account, 
please do so before attempting to upload an event.  

 
What if I have an account/registered group but have forgotten my pass-
word? 

Don’t worry. If you have forgotten your password, you can reset it by scroll-
ing down to the ‘NEED A LITTLE HELP?’ section and left clicking on the 
‘Change Your Password’ button. 

https://www.boltongreenumbrella.org.uk/sign-in
https://www.boltongreenumbrella.org.uk/contact-us


 

 

What are Tooltips? 

Our handy ‘Tooltips’ window will show you what you can do here and how 
to use the various functions that are avaible. Once you become more famil-
iar with the page, you can turn these tips off.  

 

The tab at the top of your Admin page lists the four options available.  

Listing the event details: 

2.) Familiarise yourself with your Admin page 

Once you have successfully signed in, you will be presented with your Ad-
min page, which should look similar to the one below.  
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By clicking on the corresponding buttons here, you can: 

• edit your group’s details  

• add a image to the group’s gallery page  

• add a news article that will appear on the website’s news page  

• add an event 
 

We’re here because we want to list an event, so click on the ‘Add An Event’ 
button. 



 

 

Listing the event details: 

3.)  List all the key event information 

You will be presented with a window like the one below. 
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Most of the fields allow you to enter any text you wish, however some infor-
mation can only be entered by choosing one option from a drop-down list. 
These fields are: 

• ’Select A Group’  

• ‘Date of the Event’  

• ‘Start Time’ and ‘End Time’  

• ‘Event Type’  
 

Please note, the event type can only be chosen from the drop-down 
menu options, however, if there are any omissions, please contact us and  
ask for your event type to be added.  

Remember to provide a street address and a postcode for your event if 
possible, as this can be a huge help to your attendees, especially if they 
use a GPS sat nav system or need to plan their public transport route in 
advance. 

http://www.boltongreenumbrella.org.uk/contact-us


 

 

Listing the event details: 

4.)  List additional information 

You can add additional information about the event in the ‘Notes About The 
Event’ section below the main event information fields. 

5 

You may add any text you wish here, and there are also some of the basic 
editing tools in the toolbar so that you can change the colour, size and 
alignment of your text to make it stand out.  

This is a great place to add additional details about your event, such as a 
schedule, a list of the activities that you will be offering and anything that 
your attendees may need to bring along with them. 
 

Can I paste in text from another document, email or website? 

Yes, you can paste text in by pressing the ‘CTRL’ and ‘V’ keys simultaneously 
on your keyboard.  
 

What if I want to add a link to a website/web page to my listing? 

No problem! Simply right click anywhere within the ‘Notes about the event’ 
field and then left click on ’Link (Ctrl+K)’. A window will then appear where 
you can: 

• Add the link URL (e.g. https://www.boltongreenumbrella.org.uk) 

• Add the text you wish to display (e.g. ’Bolton Green Umbrella’s website’) 

• Add an optional title (e.g. Website Link) 

• Specify which window the link will open in (from a drop-down list). We 
recommend selecting the ‘New window’ option as this makes it easier 
to return to the listing when somebody opens the link. 

If you are having trouble here, please click here to watch our handy video 
demonstration of how to add a website link. 

https://boltongreenumbrella.org.uk/video/addinglinks.mp4


 

 

Adding other content: 

5.)  Add images and videos to your listing (optional) 

You can also add other media, such as images and YouTube videos to your listing 
to attract attention and tell others more about the event.  

Adding an image to your event listing: 

a) Click on the green ‘Browse for file/Take Photo’ button. 

b) A window will appear showing the ‘Pictures’ folder (or similar) on your own 
computer. If you are not already in the folder containing  your images, navi-
gate there by using the left-hand panel of the window, where other folders 
on your computer will be listed.  

c) Select the photo you want to include.  

d) Click the ‘Open’ button at the bottom right of the window.  

The photo will be uploaded along with your event listing one you click the green 
‘Save’ button at the bottom of the webpage.  
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Embedding a YouTube video into your event listing: 

a) Find the video you wish to include 
on YouTube.  

b) Click the ‘Share’ button                       , 
and a ‘Share’ panel will appear. 

c) Click the ‘Copy’ button          to save 
the video link to your clipboard.  

d) Return to the BGU event listing 
page. 

e) Click at the point within the ‘Notes About The 
Event’ section where you would like the video 
to appear.  

f) Click the insert/edit media button       on the 
toolbar and select the ‘Embed’ option. 

g) An ‘Embed Video’ panel will appear. Paste the 
saved code you copied from YouTube into the 
panel by right-clicking within the text window 
and selecting ’Paste’. Alternatively, press ‘Ctrl’ 
and ‘V’ at the same time on your keyboard. 

h) Click the ‘Save’ button.  

i) The YouTube video will appear within the 
event listing once you click the green ‘Save’ 
button at the bottom of the BGU events  
listing webpage. 

http://www.youtube.com


 

 

After the event: 

6.)  Add follow up information after the event 

You will notice another section at the bottom of the listing page called 
‘Event Review’.  
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This is a section that you can return to and complete after your event is 
finished. You can add details to it in the same way as you did in the ‘Notes 
About The Event’ section (see Page 5) . The event review allows you to: 

• Tell us how many of your group’s volunteers and other visitors attend-
ed on the day. 

• Tell us how many hours you all worked in total. 

• Tell us about what you did and reflect on how things went.  
 

Remember, this section is an opportunity to showcase your group’s posi-
tive impact on Bolton, share the highlights of your event and let others 
know what you achieved; perhaps your group reached a significant goal 
by the end of the event, or maybe you gained some new volunteers? Tell 
us as much as you can—we love to hear about everything you get up to! 



 

 

Thank You 

A Final Word… 

Many thanks for taking the time to list your event on our website!  

The events page is a powerful tool that all of our volunteer groups can use to 
increase interest in their activities, showcase their hard work and get more 
people involved in their efforts at making Bolton a cleaner and greener place 
to live.  

All events listings are featured in our weekly Events Newsletter, which currently 
reaches over 160 subscribers, including: 

• Members of other registered Bolton Green Umbrella groups 

• Health professionals - ‘social prescribing’ is now being used to help more 
patients recover from stress, anxiety, depression and other illnesses. 

• Members of Bolton Council, officials and councillors 

• The Bolton News 

• Bolton FM, who also promote any events within our newsletter on their 
Community Corner programme (Wednesdays, 7 – 10pm) 

• Well-known environmental and conservation organisations, such as The 
Woodland Trust, Groundwork, and Lancashire Wildlife Trust 

• Several local schools and young people’s organisations 

• Bolton University 

And many more! 

Listing and reviewing your event is also important because it illustrates just 
how much you are all doing to improve your local areas, and any evidence of 
this is incredibly helpful when it comes to securing future group funding. If we 
can show just how much of a positive impact we are all having on Bolton, we 
are more likely to be granted monies to continue our excellent work.  

Please use the event listing page for as many of your events as possible. It only 
takes a few minutes and it truly does make a huge difference to your group 
and to BGU as an organisation. We can only continue to grow if Bolton knows 
what we are doing, how we are helping the area and how they can do their bit 
and get involved. 

We hope you and your group enjoy each and every event you organise 
over the coming year, and look forward to sharing all of 
your stories, photos and experiences! 
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