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SDHBA Website Events 
Available to the local EO’s or their Event Manager. If you are a new EO, or your email address has changed, you 
should let the State EVP know so that we can add you as an editor of Events. 
 

Login 
Select the Members Only menu item to get 
to the following screen. 
 
The page that loads will allow you to login 
with your email address and password.  This 
page may look somewhat different over 
time, but it will always show a login form for 
you to access the site. 
 
 
 
 
 
 
 
 

 

Logged In: 
Once logged in you will be 
taken to a welcome page.  To 
access the Dashboard, you 
should click on the “South 
Dakota Home Builders 
Association” menu item 
located in the upper left hand 
corner of your screen on the 
Admin Bar. 

 
**The Admin bar is a black bar that shows across the top of the site when you are logged in.  

 

 

Dashboard: 
Once in the dashboard, you 
will notice the Events Menu 
along the left hand side.  The 
other items on the 
“Dashboard” menu gives you 
access to email me a question 
or give myself or the State EO 
a call if you are not sure what 
to do. 
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Events 
If you have no events yet, all events will be listed, but you cannot edit any of them.  If you have events added by 
you, only those events will be listed. 

 
You can click on any event that you have rights too and it will load in the Edit Event Screen. 
 

 

Add or Edit Events 
The Add/Edit Event screen has different sections allowing you to enter your information for that specific event.   
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Title 
Enter the Title of Your Event, this will be the main 
heading throughout the site. 
 
 
 
 
 

Editor 
This is the base/description of your event.  Similar to word, but is not as elaborate.  If you hover over the buttons 
you will notice what they are utilized for. 

 
Please note:  When entering your 
Event there are a couple of ways to 
do so.  You may have a poster or an 
invite that you would like to upload 
to prevent having to type in the 
words of the event or trying to make 
the event page look pretty.  FYI - Just 
uploading an image or pdf of your 
event is not SEO friendly, Site Search 
friendly, nor able to be “read” for 
accessibility purposes.   

 
 

 
Suggested way of entering an Event:  Typing out the description along with uploading a poster/invite if applicable.  
Plus if you upload the image as listed below, your visitor can still click on the poster to see it. Add Media will allow 
you to upload an image. 
 

Add Media Button – Above the Editor 
The box that pops up loads any images that you may have uploaded in the past.   
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The tabs are Upload or Media Library.  If you don’t have images uploaded under your name yet, you may 
automatically be on the Upload tab.   To upload a new image, you will need the Upload tab and you will either drag 
and drop from your file manager or Click the button that says Select Files. 
 
Once the image you want is checkmarked in the box, please note the options along the right hand side of the Add 
Media box.  These are the options that go hand and hand with the image that is checkmarked. 
   
Alt Text – Whatever you enter here works for SEO and displays on the screen or through a ready a short name of 
the image. 
Title – Enter similar or same to Alt Text – sometimes the title will show below the image when a user clicks on it. 
Attachment Display Settings:  These settings tell the image how to display, size and what happens if a visitor clicks 
on the image. 

• Alignment & Size – If you are going to type words next to your invite, you should select an alignment 
position of left or right, depending on where you want your image to show in the body of your text.  
Selecting one of those options means to make sure you select a size of “Medium” so it doesn’t take up the 
whole page.  Once you insert into post, you can drag the sizing handles of the image to make it smaller if 
Medium is too large.  If you are only going to upload the poster, then I suggestion None or Center for 
alignment.  These will go hand in hand with the “Full” option for size.  All selections are responsive when 
viewing on tablets/mobile devices. 

• Link to - This should always be Media File – that allows the user to click on the image and it opens in what 
is called a Light Box.  Then they can see the larger image if they want. 

 
Once those items are entered, click Insert in post. 
 
 

The Events Calendar Details Box 
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Time & Date –If you have an event that spans multiple days, you can enter each day as individual events or select 
the span of day.  If you enter separate days as individual events (entering the same title is fine for multiple events), 
this allows you to enter the start and end time of each day’s event and have it show on the Event Page where it 
normally would.  This also shows it as multiple events on the calendar or in any individual calendar lists. 
 
If you span days, it will only show as one event on the Calendar, but the times may look off.  Checking the box for 
All Day Event should hide the times on the event page when you are selecting to span days.  If doing it this way 
then I suggest you put the individual times for each day in the body of the editor so the user can see each day’s 
event times. 
 
To only show a “start” time for any event, you should have the start and end time be the same. 
 
Location 
Venue – There will be venue’s in the drop down if you have held an event there before.  Or you can Create a new 
one if it doesn’t exist.  I always suggest trying to find it first.   
Show Map and Show Map Link should be check marked most of the time. 
 
Organizers – This is usually by Association – If you select your Association and it looks like the associations email or 
something is wrong, you should go edit the Organizer in the Organizer menu item under Events, make the changes 
you want and it will update all events. 
 
Event Website – if you have a page on your individual website you would like to send the viewer to, enter it here. 
 
Event Cost – Pretty Straight forward.  If you leave it blank those fields just won’t show on the Event Page.  
Complicated Costs should be entered in the body of the editor for ease of viewing. 
 
Publish Box – This is considered the Status of the “post” – While working on 
it, you can always Save Draft or Preview.  Once Published, you can come back 
and change the Status to Draft if you want to remove it from the site. 
 
Visibility should always be Public 
 
 
 
 
 
 
Event Categories 
This will tell the site where to show your event.  If you don’t select your 
Association’s category, the Event will not show up on the individual 
Association’s Find a Member pages. 
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Event Status 
Should almost always be scheduled, but if you have one that needs to 
be Postponed or Canceled, select that option, it will display a banner 
on the event stating Postponed or Canceled.  If it is postponed, you 
can always create a new event on the new date and leave this one as 
postponed. 
 
Featured Image 
Uploading an image here will display a small image in front of the 
calendar item in the lists throughout the site.  Just pleasing to the eye.  
Doesn’t show on the Event itself, but I do recommend adding one.  It is 
small enough, it doesn’t need to be fancy.  It will also show on the pop on 
the Event Calendar itself, maybe a little larger than the small thumbnail in 
the lists. 
 

 
 
To Log Out, leave the dashboard by clicking in the upper left hand corner again, and you will be returned to the 
front of the site.  Log out can be found in the upper right hand corner or in the menu items. 
 


