
Mortons	Events	Guide		
How	to	register	your	venue	and	event	

		
You	can	make	sure	your	event	appears	on	the	Mortons	Events	Guide	website	by	
following	10	simple	steps.	All	you	need	to	do	is	register	then	set	up	your	event.	
		

	
	

Step	1.	Visit	www.mortonseventsguide.co.uk	and	you	will	see	the	page	above.	
Click	on	the	‘Login	or	Register’	button	and	a	box	will	appear	like	the	one	shown	
below.	Click	on	the	‘Register’	tab,	then	type	a	username	and	your	email	address	
into	the	boxes	provided.	Make	a	careful	note	of	your	username	–	you	will	need	it	
later!	Leave	the	bit	that	says	‘Free	0	GBP’.	Then	in	the	last	box	type	out	the	letters	
that	appear	to	the	right	–	in	the	example	below	these	are	‘WNBT’.	
	

	
	

If	everything	has	been	entered	correctly,	a	message	should	appear	like	the	one	
below.		
			

	



Step	2.	Go	to	the	email	account	you	entered	in	the	box	in	Step	1.	You	should	have	
been	sent	an	email	from	eventadmin@mortonseventsguide.co.uk.	If	the	email	has	
not	arrived,	check	your	‘spam’	or	‘junk’	folders	to	make	sure	it	hasn’t	dropped	in	
there	by	mistake.	Assuming	you	have	found	the	email,	open	it	up	and	it	should	look	
like	the	example	shown	below.	
	

	
Step	3.	Click	on	the	section	of	text	in	blue	that	has	the	<	>	symbols	on	either	end.	
Clicking	this	link	should	then	bring	up	a	new	internet	browser	window	like	the	one	
shown	below	(left).	You	will	have	been	given	a	randomly	generated	default	
password,	similar	to	the	one	shown	in	the	example	below.	You	can	either	keep	this	
or	delete	it	and	enter	your	own.	Once	your	password	has	been	chosen	and	
accepted,	you	should	receive	the	message	shown	below	(right).	Click	on	where	it	
says	‘Back	to	Event	Guide’.	
	

	
Step	4.	You	should	now	be	back	on	the	home	page	of	the	Mortons	Events	Guide.	
You	can	once	again	click	the	‘Log	in	or	Register’	button	and	once	again	a	box	will	
appear	like	the	one	shown	in	Step	1.	This	time	though,	click	on	the	‘Login’	tab.	
Type	in	the	username	you	entered	in	Step	1	and	the	password	you	chose	in	Step	3	
and	then	click	the	button	to	log	in.		



Step	5.	You	should	now	be	logged	in	to	the	website.	Your	username	should	appear	at	
the	top	right	of	the	screen.	Click	on	it	and	you	should	see	a	little	menu	like	the	
example	shown	below.	Click	where	it	says	‘account’.		
	
	
	
	
	
	
	
	
	
	
	
	
	
	

.	
	

Your	Account	
	
Step	6.	You	will	now	be	directed	to	your	profile	tab	–	see	the	example	below.	The	
‘profile’	tab	is	fourth	on	the	right,	towards	the	top	of	the	page.	Please	fill	in	all	the	
details	that	you	can.	
	



Step	7.	Now	you	can	enter	the	venue	where	your	event	will	be	held.	Click	
on	the	‘items’	tab	with	the	red	icon,	a	few	spaces	to	the	left	of	the	‘profile’	
tab	–	see	the	example	below.	You	should	now	be	able	to	click	another	
button	slightly	further	down	the	page	marked	‘Add	New’.		

	

	
Step	8.	You	can	now	enter	the	details	of	the	venue	for	your	event,	filling	in	
as	much	detail	about	it	as	possible	in	the	boxes	provided.	Also,	make	sure	
you	tick	the	relevant	‘Item	Categories’	and	‘Item	Locations’	boxes	that	
appear	beneath	the	Publish	button	–	these	will	indicate	at	what	type	of	
location	and	in	what	part	of	the	country	the	event	is	taking	place	(for	
example,	a	museum	in	East	Anglia).	

	

	
	

Step	9.	Now	that	you	have	added	the	venue,	you	can	add	the	event	itself.	
Click	on	the	‘Events	Pro’	tab	and	then	click	‘Add	New’,	as	you	did	with	the	



venue.	You	should	now	see	the	page	shown	below.	Please	work	through	the	
page,	filling	in	the	details	of	your	event.	

	
	

	
	

Step	10.	Since	your	venue	or	‘item’	has	already	been	created,	you	should	be	able	
to	assign	your	event	to	it	as	shown	in	the	example	below.	Please	make	sure	you	
select	the	correct	currency	(e.g.	Pound	Sterling	GBP)	and	enter	the	dates	and	any	
fees	that	apply	by	clicking	the	‘Add	New	Item’	button	below	each	section.	If	the	
event	is	being	held	at	the	venue	you	have	assigned	it	to,	choose	to	use	the	item’s	
location,	if	not	please	input	the	events	location.	

	

	
Once	you	have	filled	everything	in,	remember	to	again	tick	the	relevant	category	
and	location	of	the	event,	below	the	Publish	button.	When	you	have	filled	in	all	
the	details,	you	can	now	click	‘Publish’	and	your	event	will	appear	‘live’	on	the	
website.	


