
Event Template 
 
An event content type is used to create a page for a single event or a series of events. These 
are then displayed in a listing. 
 
The event content type is used for a number of different listings (News and Events, 
Undergraduate). 
 
An event page can be created by a moderator who has the correct permissions to do so. An 
event can also be submitted by using the form at: https://www.ox.ac.uk/event/submit 
 

 
Main content tab 
 
Title 
This is the title of the page and appears on the page as a h1, beneath the breadcrumb. It is also 
used to create the URL. 



 
Series 
If the event is part of a series then you can add the series title here. If the series has already 
been created then as you type it should appear in a dropdown. 
 
Speakers label 
The title for the speaker of the event. In most cases this will just be ‘Speaker’. 
 
Speakers 
Add the speaker(s) name in the fields provided. 
 
Convener 
If the event has a convener then you can enter a name in the field provided. 
 
Event date 
Add the date of the event. You can also click the Show end date box to add an end date for a 
series of events or an event that covers more than one day. 
 
Event time 
Add the start time and end time of the event 
 
Event audience 
Use the dropdown list to indicate whether the event is for the general public or for a university 
audience only. 
 
Staff Event type 
This field can be ignored as it is no longer used. 
 
Staff Event series 
This field can be ignored as it is no longer used. 
 
Undergraduate Outreach 
 
The following fields are required for an event that is to appear in the Undergraduate outreach 
event listing (admissions/undergraduate/increasing-access/events-calendar). They are not 
required for a general event. 
 
Outreach Audience 
Choose the audience type. 
 
Outreach Age Range 
Add the age group for the event 
 
Outreach Location 



Add an event location from the dropdown list. 

 
 
Event cost 
Add the event cost or add ‘Free’ if there is no cost. 
 
Booking required 
Use the dropdown list if the booking is recommended or required. 
 
Online booking url 
Add the url to the online booking page. 
 
Body 
You can add a full description of the event or further details in the Body field. This will display as 
a text block beneath the event details. 
 
Further Information URL 
Add the url to a page of further information. 
 
Event Location tab 
 
These fields are used to display an address for the event venue and to display the venue on a 
map. 



 
 
Disabled access? 
Check the box if there is disabled access to the venue. 
 
Oxpoints Location 
Currently it doesn't work so please ignore this field. 
 
Venue 
Add the full address of the venue location 
 
Event Coordinates 
Add latitude and longitude coordinates for the venue's location. This will be used to create a 
location pin on a map.  
 
You can use google maps to determine what the latitude and longitude coordinates are and 
then copy these into the fields. Place your cursor on the location, right click to bring up a 
dialogue box, then copy the latitude and longitude coordinates (the top numbers in the box). 
 



 
 
Venue details 
You can add further details about the venue in this field. 
 
Contacts tab 
 
You can add various contact information for your event using these fields. 

 
 
Administrative contacts 
If there is an administrative contact for the event please add one here by clicking the ‘Create 
Contact’ button and fill in the required fields. This information is not displayed on the live event 
page. 
 
General contacts 
Add general contact details for the event in this field. Click the ‘Create Contact’ button and fill in 
the required fields. 
 
Booking contacts 



Add booking contact details for the event in this field. Click the ‘Create Contact’ button and fill in 
the required fields. The information will appear in the right column of the page. 
 

 


