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How to get Listed

Performers
Please read before Registering
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If you are using a computer or large tablet,
start by going to the Listings tab on the far
right side of the screen, immediately above
Holiday Cottages. Then select the Log In
option.
If you are using a phone or small tablet,
select Menu, then Listings, then Log In.
The screen to the left will appear.
Click on I want to create an account.
The screen to your left now appears.

Enter the information requested.

Then choose Performers as Your Role

When you have done so click the Create new
account button.
Shortly afterwards you will receive an email
thanking you for registering and informing
you your application for an account is now
pending and that, within 24 hours, you should
receive another email containing information
about how to log in, set your password and
other details.
What happens next can be found on the next
page.
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On the email you receive
confirming your account is now
active you will find a link.
Click on the link or paste it in to
your browser and you will be taken
to a page where you can set your
Password.
Your Password should be at least
six characters in length ideally
include both upper and lowercase
letters as well as both numbers and
punctuation.
When you have done so, click Log
In.
As you will see, the registration
process is now complete.
You have also created your Page!
It’s time to CLICK ON THE LINK to
add some content, and the screen
below will appear.
We’ll walk you through it on the
next page.
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Begin by specifying the type of music you
perform, or whether you are a comedian,
dancer, poet, speaker or some other type of
performer by selecting the most appropriate
category from the drop-down list.

Now enter a brief explanation – to appear
only in the Events Listings and no more than
40 or 50 words, to give people a good idea
of what to expect should they come to hear
or see you.

Here you enter the main body of text that appears
on your page.
Delete the words Unfortunately no further
information about this performer has yet been
entered and replace them with others providing a
detailed description about yourself.
You should use a double carriage return at the end
of each paragraph.
To format a bold heading to a paragraph by
typing <strong>xxx</strong> to either side of the
heading, replacing xxx with the actual heading.
Similarly song titles should appear in italics by
typing <em>xxx</em> to either side of the title,
again replacing xxx with the actual title.
Next, click on the Contact Information tab.
If you want people to be able to contact you by email, enter a Contact email address.
You can also enter links to your own website and Facebook page should you wish.
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Now click on the Photos tab, then the Browse
button, and begin entering your photographs.
The first photograph you upload will appear as
both the first photograph people see when they
come to your page and also in the listings.
You can enter up to 10 photographs. Files cannot
exceed 4MB in size with maximum dimensions of
3888 by 2592 pixels and not less than 640 by 480
pixels.
To upload a photograph first click on Choose File
to find the photograph you wish to upload, and
then click Upload.
Once the photograph is uploaded, click Next.
A new screen will appear.
Here you enter the Alt Text to help search
engines and Title Text to provide a caption for
the photograph.
When you have done so, click Save.
The photo is uploaded, the Browse button will
reappear and the process can be repeated.

You can also include up to four YouTube videos.

Now enter the YouTube URL for the video you
wish to include. The URL can be found by
Command/Control clicking on the video and
selecting the first option “Copy video URL” then
pasting it in to the field and clicking Next.
Repeat the process for each video you wish to
add.
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If you have not already done so, it’s essential you
now Save your page.
You can, of course, Save your work as you input each
of the Details, Photos, Contact Information and
Media tabs, and then continue by clicking on the
Edit button at the top left of the page.

Having clicked on Save you should now see your
page before you and, if you wish, you can enter up
to three telephone numbers by which you or, for
example your agent, can be contacted.

Simply click on the Add link and enter the phone
number, specifying whose or what number this is.

Your page is now complete, although you can of
course make changes at any time by clicking on
the Edit tab at the top of the page (or the Edit link
found below and for the telephone numbers).
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Adding Events

Once you have finished setting up your page you
can start telling people where they can see you
perform.
To do so, click on the Add Event button that
can be found immediately below the Contact
Information box on the right hand side of your
page.
This button enables you to add details of your
own performances, but nobody elses.

Having clicked on the Add Event button a new
screen will appear.
Begin by clicking on the Event category dropdown list and choosing whichever option best
describes what kind of performance this is. For
example, if you are a musician, select Music, or
a poet Poetry.
Then enter the Date on which this performance
is to take place, either by selecting the day
from the calendar that will appear when you
enter the field, or else by typing the relevant
date in the format dd/mm/yy.
Should you be appearing regularly at this venue
on a daily, weekly or monthly basis, and this
is the first of those appearances while other
details such as performance times and admission
costs will be remaining the same, you can click
on the Repeat box and then, as we explain
overleaf, specify when.
Otherwise go next to Select Establishment (to
be found on page 9).
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Repeat Performances

First select whether your repeat performances
at this venue will be happening Daily, Weekly
or Monthly.
For example, were it to be every Wednesday for
six weeks, enter 1 in the Every _ weeks field,
then click on the Repeat on box next to Wed
and then enter 5 in the Stop repeating field
After # occurrences.
You can of course make more than one
appearance at the same venue in the same
week over a period of several weeks by the
appropriate Repeat on days.
Similarly, if you will be performing more than
once to different audiences on each of those
days, you can enter the times when each
performance will begin in the Performance
starts fields described later.

You can also exclude one or more dates in a
series of dates by clicking on the Exclude dates
box and then entering the Date you wish to
exclude in the field and clicking on the Add
exception button, repeating for each date you
wish to exclude.
Conversely you can also include one or more
additional dates, for example were you to be
appearing twice in any of those weeks in a
series of weekly performances, by adding each
additional date by first clicking on the Include
dates box.
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You now need to select the venue at
which you will be appearing.
To do so, begin by typing its name in to
the Select Establishment field.
Keep typing until it appears in the list
and then click on it to select it.
If it does not appear then click on the
email the site administrator link, and
we will rectify the omission and let you
know, hopefully within 24 hours.
Because the brief explanation you
previously entered when you were
creating your page automatically
apppears in the listings there is no
need for you to enter anything in the
Additional Information field unless you
wish to add any further detail specific
to this appearance.
Next, if you know it, please enter the
time at which Doors open to the public,
using the 24-hour clock.

Then, enter the time at which your Performance
Starts, again using the 24-hour clock format.
Should you be appearing more than once to
different audiences on the same day, enter
the time or times when your second and any
subsequent appearances are scheduled to start in
the appropriate fields.
If you are booked to appear before two or more
separate audiences, please leave both the Doors
open and Performance ends fields blank.

That done, and provided you are appearing before
only the one audience, please enter the time your
performance is scheduled to end.
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Finally, if there is no charge for
admission to this event, please click in
the box next to Free.

Otherwise, if you know them, please
enter the on-the-door ticket prices in
the relevant fields.
If there is no difference in price for
Concessions and/or Students or Children,
leave those fields blank.

If tickets can be purchased online,
please enter the website address (URL)
here.
If, after you have posted this event,
should it subsequently be cancelled,
Edit the event and click on the box next
to Cancelled.
Finally, don’t forget to click on the Save
button to post the event.
After doing so, be sure to check all
the details are correct. You can make
changes at any time by clicking on the
Edit button at the top of the page.

