Creating Events on the new KUSZE
User manual
Welcome to the new KUSZE Events management system.

This manual is divided into two parts:
1.The basics – how to login and quickly add and edit events.
2.Extras for Experts – how to use this system to create rich, appealing and Search
engine optimized content. This part was also added so that you can contribute to
helping our website grow and flourish on the World Wide Web.

The Basics:
1. By now you should have your own username and password. (if you don’t have one,
please contact us at webmaster@kwanumeurope.org )
Login to the events management at this address http://www.kwanumeurope.org/login using
your user/password
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2. You will now see this screen .Look to the top left corner where it says “Events”, that is
your main menu.
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3. Click the events button to open the menu. Now click on “Add Event” to open the new
event edit page

4. Now you can start editing the new event with the relevant information.
here the essential fields you should consider while adding a new event :
Title – make it readable and relevant.
Long description (main text) – very important to use a good amount of text here, make
it readable and in a language that guest practitioners and newcomers can also relate
to.
Event categories – mark the correct category (it could be more than one)
Event Date and Time.
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Featured image – choose an attractive, good quality! (not grainy) and interesting
image. This has a tremendous effect on the look and feel of the page and how the user
relates to the content.
Use images not bigger than 900px in width and 300kb in weight. Otherwise the page
will load slowly (this is critical when viewing page on a mobile device)
You can use this free online software to edit the image if you don’t have your own
https://pixlr.com/editor/
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When uploading the image, make sure you give your image a relevant unique title and
Alt Text. This is important for site accessibility and SEO (see extra for experts)
More information on how to upload your image, here:
https://en.support.wordpress.com/featured-images/#setting-a-featured-image
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Excerpt – this text will appear in the short description of the event on the event list page.
make it readable and inviting (remember, this will determine if a user will want to read more
about your event and enter the link)
Show Sharing button – check it if not already checked. This will add social sharing buttons to
the bottom of the event, so you and others can share the event on Facebook Twitter etc.
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Publish (blue button) – this will make the event appear on the website.
Don’t forget to click it !

That’s it, you’re done !
If all went well, you will now be able to see your newly created event on the front end of the
website. Now you can share it using the social sharing button.
If you need to edit your event, click “edit event” from the menu as explianed in point 1.
If you want to help us and improve the quality of your content, please proceed to the next
step, it will only take you a few more minutes of reading….
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For Experts:
When creating content on web sites we want to make it SEO friendly so that in
the long run our website will appear in more and more high ranking search
engine results. this means more traffic to the website and possibly exposing our
school to a wider audience. It can also help your local sangha attract new
practitioners.
What does good SEO content mean and how can you create it ?
Whenever you search for something on your favorite search engine, a bunch of results
come up depending on many factors. One of the most important factor is how relevant
the result is to your search.
This is determined by the phrase or words you used to search.
The search engine searches for these words in the content. This means, if your content
has the relevant words, the more chance it will show up in the results.
Take this example:
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In this search, we were looking for a “zen retreat in warsaw”.
So, google will show all results that have the words “zen”, “retreat”, “Warsaw” in the
title and the content. or content it sees fit as relevant.
Here are some words and phrases you might consider using in the title and content of
your event:
Zen, meditation, retreat, zen meditation, buddhist teachings, how to meditate for
beginners, how to meditate, what is meditation, meditation retreat, buddhism
meditation, meditation for beginners, meditation teacher.
Be creative and use your common sense when writing the content, as long as your content is
original, unique, relevant and in a considerable length (use at least 300 words to describe
your event !) it will appear on search engine results and might help bring participants to our
events and help our Sangha grow and flourish.

Yoast SEO – a tool to improve the appearance of the event on the search engine search
results. Use the knowledge that was explained before, to create search engine friendly
results. (notice the green/red indicators for good titles and content)
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That’s it, you are now an expert on creating SEO friendly events !
In a matter of a few weeks your actions will have a positive effect on how our website
is ranked in search engine results

Thank you !
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