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ADDING A GALLERY (see: Figure One) 
 
Your local events site includes a free Gallery section where you can share your art with the 
world. Once uploaded, your Portfolio will be shared instantly with more than 100 local arts and 
culture sites within the growing EverWondr Network. It’s a great way to build awareness as an 
artist, and even drive traffic to your studio or website.  
 
To add your Portfolio to our online Gallery for free, just follow the step-by-step instructions on 
screen, or use these tips as your guide.  
 
Visit your local events site and click ‘Sign In’ at the top right of your screen. If you do not have 
an account, you will have to register to add a portfolio. 
 
Select click Gallery from the main navigation menu (across the top center of your screen).  
In the left-hand column, scroll down until you see ‘Add Your Portfolio.’  
 

 
Step 1: About See Figure One (see: Figure One) 
 
Enter your Gallery Title.  
This can be your name, or the name of your Studio. 
 
Enter your Email Address.  
 
Enter your Phone Number. 
 
Enter your Website Address. 
 
Upload your Artist Photo (JPG only, less than 1 MB, less than 600 pixels wide). 
If you don’t upload an artist image, the site will use a default icon instead.  
You can change it at any time in My Planner.  
 
Click Continue. 

 

 



  
  

 

 

Fill in the 
information in the 
fields provided 

Figure One 
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Step 2: Details (see: Figure Two) 
 

Enter an artist’s description or statement in Tell us about yourself (300 words). 
 
Select the categories you are Available For (check all that apply). 
 
Click Continue.  
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Figure Two 



Step 3: Portfolio (see: Figure Three) 
 
Click the Plus Sign to Add your first Item.  
 
Choose a File Type to upload.  
You can select a Photo (JPG), Video (YouTube or Vimeo hosted link), Audio (MP3) or 
Document (PDF). For Video and Audio, you can also add a Display Image as Cover Art.  
 
Enter a Title, Description and Category for your item.  
 
Repeat until all Items are loaded, then click Continue. You may load up to 24.  
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Figure Three 



 Step 4: References (see: Figure Four) 
 
 If you like, you can post a referral or endorsement of your work.  
 
 Click Add Referral to upload an Image, Name and Comment.  
 
 Repeat until all Referrals are loaded, then click Continue.  
 
 You may load up to 10. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Step 5: Review 
 

This page displays your Portfolio as it will look on the site. It is not yet live.  
Review your Portfolio to make sure all content is correct.  
 
To edit a particular section, click the red Edit next to the content you would like to 
change.  
 
When done, click Save. 
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Figure Four 



Editing Your Gallery Portfolio (see: Figure Five) 
 

Editing your Portfolio on your local events site is easy, and designed to save you time in the 
future. To edit your Portfolio, to purchase Upgrades, or to add or delete references, you’ll visit 
the My Planner section of your local events site. Just follow the step-by-step instructions on 
screen, or use these tips as your guide.  
 
Go to ‘Sign In’ at top right. Sign in.  
 
To edit your Portfolio, click ‘My Planner’ at the top right.  
 
In the center of the screen, click the Uploads tab.  
 
In the pull-down menu, select Gallery. All available Portfolios will display.  
Select the Porfolio you would like to edit, and click ‘Edit’ at the right.  
To delete your Portfolio, click Remove.  
 
To purchase optional advertising and promotional space on your local events site, click 
Promote. 
 
When done, click ‘Save.’ 
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Figure Five 
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Owner, EverWondr Network 

Partner, Pursuit of Happiness 

 

darrell@everwondr.com 

(704) 724-8193 

 

Owner, EverWondr Network 

Partner, Pursuit of Happiness 
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(336) 643-0387 
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SHARE: (see: Figure Seven) 
The share section allows you to start sharing information about your event. 
  

Share to Social Site with one click 
Connect your Facebook, Twitter and Google plus accounts and instantly share your event 
  
Share your QR code 
Download the custom QR code to use on your print materials. Each QR code is unique to 
the event 
  
Send an Email 
Send a custom email about your event. We have taken the information you entered at 
upload and made an event email for you. Customize with your own masthead and footer 
and send directly to your contact list for a fee of only $49. 

  
  

PROMOTE: (see: Figure Eight) 
The promote section allows you to start promoting your event. 
  
To review advertising options, called Upgrades, read the instructions on your screen to decide 
how to continue. (Your available Upgrade options will be based on the content you’ve uploaded 
so far.) 
 
For events, you can feature your event, which puts it at the top of the event listing in your 
region for $100 a week. You can also put your event in the Header Scroll at the top of the 
events section for $300 a week. 
  

Each upgrade is explained in detail, and includes a screen shot of what the placement 
looks like. Click the image to see it full size. 
 
Upgrades are priced by the week. To see the cost of a particular Upgrade, select the 
number of weeks you’d like it to run. Then, use the calendar to choose the date you’d like 
it to start. The price will calculate automatically.   
 
For a complete list of advertising options, or to ask specific questions, contact 
advertising@EverWondr.com.  
 
To purchase an upgrade, select the number of weeks and start date, then click Add to 
Cart. 
 
You can add an upgrade at any time by visiting My Planner. Simply click on Uploads and 
select the content you want to promote.  
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Figure Seven 

Use the pulldown to 
select an area to review 

Send a custom email to 
your contact list built 
from the information 
you loaded about your 
event. 

Download a QR code to 
use on your printed 
materials. This code is 
unique to the event you 
just uploaded. 

info@everwondr.com  •  336.509.0529  or  704.724.8193  •  www.everwondnetwork.com 

 



  
  

 

 

Figure Eight 

Upgrade your event 
listing to get seen more 
by our 8.5 million 
annual visitors. 

Use the pulldown to 
select an area to review 
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ANALYZE: (see: Figure Nine) 
The analyze section allows you to look over the results of your event posting. 
  

Visitor Analysis 
This area will tell you how many people saw your event (impressions) and actually 
clicked on the listing (views). It will also let you know the proximity of that audience. 
How many viewers were in your city or more than a hundred miles away. 
  
Audience Interests 
This area will tell you more about the audience and the other types of events they 
viewed. Uses this information to partner with other organizations in your area and 
cross-market yourself. 
  
Opt-in Contacts 
On each event detail page, users have the option to opt-in to email communications 
from your venue. Any contacts you get can be downloaded from this area of the site. 
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Figure Nine 

Impressions will tell you 
how many times your 
events was displayed 
throughout the 
network. 
 
Views will tell you how 
many times a user 
clicked on your event. 
 
 
 
 
 
Visitor analysis will tell 
you where the people 
who viewed your event 
live compared to your 
venue address. 
 
Category interests will 
tell you the other types 
of events your audience 
looked at. 
 
There will be a final 
section under the map 
to download any opt-in 
contacts interested in 
your future events. 

Use the pulldown to 
select an area to review 
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