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GEN ‘Fact Sheet’ – 

How to advertise your Events

Selecting the correct page to populate

When you registered for GEN you should have received a username and password.

You can login to the site on the link in the top right hand corner of the site.

Click on the ‘Events’ tab, select ‘Admin’ and scroll down to ‘Create All Events’ within the Portal Content section, and you will have brought up a template. 

If you cannot see the ‘Admin’ tab, please contact the GEN team to have your administration rights changed.

Once you are logged in you can also use the site to post your job vacancies, news stories and update your company profile.
Adding the page content

In the template you need to add:

‘Title’ – 

Relevant title

‘Summary’ – 

Short description of the event

‘Details’ – 
Full event details – this can be cut and pasted and either left in normal text or edited in html.  If you wish to write in html, make sure that you tick the ‘use html’ box. Please include location, any charges and contact details (see event subscription).  

‘Website Link’ - 
A website link may be added – the label is the description as it will appear in GEN.

‘Portal Classification’ – ‘Which themes are relevant for your event?’


This section must be completed; multiple entries may be selected by using the Ctrl key.  This will ensure that the entry is properly recorded and mapped to enable theming and clear searching and identification.

‘Document Categories’ – ‘Which categories are relevant for your event?’

This section must be completed; multiple entries may be selected by using the Ctrl key and additional categories may be added if required.  This will ensure that the entry is properly recorded and mapped to enable theming and clear searching and identification.

‘Image File’ - 
Images may be attached if required, by using the ‘browse’ button (jpg, gif or png).

‘File Attachments’ - 
Files may be attached, by using the ‘browse’ button to find your file and then click the ‘attach button’.

‘Event Details’ -
Event start and finish, date and times must be added.

‘Event Subscription’ -
A contact email address can be entered here for people to sign up to the event on line.

Please select ‘Finish’ to complete the entry – your event details will then be sent to a GEN Editor.  Following approval your event details should be live within 24 - 48 hrs.

