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VT Goes Green User Guide 

Welcome  

Hello there! If you’re reading this, that means you’re either a Vermont Goes Green Coalition member 

or a contributor to this website! Congratulations! Below is a list of contents for what is in this user 

guide. 

 

Contributor’s User Guide  

1. User Agreement  

2. Creating an Account 

3. Logging In 

4. Posting--Author  

a. Creating a New Post 

b. Editing an Existing Post 

5. Events (including importing from other Calendars)  

a. Creating a New Event 

b. Editing an Existing Event 

c. Importing Events 

i. CSV File 

ii. Google Calendar 

iii. iCalendar 

6. Pages (ADMINISTRATOR ONLY) 

a. Creating a New Page 

b. Editing an Existing Page 
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User Agreement 

I understand that I will not post anything onto the Vermont Goes Green website that could be 

considered offensive or defamatory towards either the Vermont Goes Green Coalition, my affiliated 

organization, or any other organization. 

I understand that any breaking of these guidelines could result in a loss of my privileges. 

I have read and agreed to all of the above guidelines, and I am now ready to continue reading through 

this guide. 

Creating an Account (ADMINISTRATOR ONLY) 

Here’s a screenshot of what it looks like when creating a new user and username, and the 

information we may ask you for: 

 

Username: We’ll ask you for a username for yourself to log in. If affiliated with an organization, 

please indicate the name of your organization as it is preferred to identify the reader to your affiliated 

organization (i.e., “This post is by (Organization Name)” rather than “This post is by (Individual 

Name)”). 

Email: If appropriate, use your company email so it’s all connected. Let us know at 

info@vtgoesgreen.org of any contact changes, like who’s running the account (if the email account 

is tied to one person, and isn’t just a basic account for this sole purpose). Thank you for letting us 

know! 

First and Last Name: This is optional information, but desirable. 

Website: Your organization’s website URL. 
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Password: We’ll create a simple password for your account, and ask you to change it yourself upon 

first login. In order to change it, go to your 

dashboard, scroll down to the “Users” tab, 

hover over it and click on “Profile.” 

From here, scroll down until you see “Account 

Management.” You’ll see a button that says 

“Generate Password.” Click it, and save your 

new password. Then, scroll down to the bottom 

of the page, and click “Update Profile.” 

 

 

 

 

 

 

 

 

 

User Roles: Each role has different permissions, and this can only be set and changed by 

administrators. For example, an administrator can create and edit pages, posts, events, and more 

while a contributor can only create and edit specific posts and events. 

Logging in to Your Account 

Logging into the website is very simple and is a feature exclusive to administrators and registered 

contributors. Nobody else can do it except for members of these categories. If you don’t have an 

account, ask the Vermont Goes Green team, and they’ll get you set up. 

Now after your account has been created, it’s time to log in! Below is a step by step guide: 
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Step 1. Click the “Log In” button in the upper right corner with 

the door icon. 

Step 2. Enter your username and password, click “Log In”  

(“Remember Me” is optional. If you lost your password, or just 

want to change it, you can either click the “Lost Your 

Password?” button or ask an administrator.) 

 

And that’s it! Now you’re logged in and ready to move on to creating a new post! 

Posting 

Posting is a very simple process that both contributors and administrators can do! 

Creating a New Post 

Step 1. Go to https://vtgoesgreen.org/wp-admin/, hover over the “New” button, and click 

“Post.” 

 

https://vtgoesgreen.org/wp-admin/
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Now you’ll be at the New Post page. Here’s where you put everything about your post.  Note 

the page prompts, including “add title for your event/notice”, details in the box below. 

 

Step 2. Title Your Post 

Inside of the box that says “Add title,” name your post. For this demonstration, I’ve named 

mine “Example Post,” but you can name yours anything. 

 

 

Step 3. The Post Content 

Here’s where you’ll write the text in your post. Inside the big white space, write down details 

you want included in your post. I’ve added default filler text. Note that the dashboard allows 

you to add visuals, media and links (see below). 
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The “Add Media” allows you to add a picture or some other type of file into your post. Note that it 

doesn’t show up in preview of your post like the “Featured Image” does. 

Images are not required to make a post, but it’s nice to know what it does anyway. 
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Step 4. Featured Image 

The featured image is what’ll show next to your post and 

catch viewers’ eyes.  

For example, in the images here of the man, woman and 

child in front of the Good News Garage and the image of 

the bicycle on the rear of the bus are the featured images 

for those two posts. 

 

 

 

 

 

 

 

 

 

 

To add a featured image to your post, you’ll want to scroll down until you see this box and 

click “Set featured image.” This is different from “Add Media” which just embeds the file into 

your post itself. It won’t show the image in previews like “Featured Image” does. 

 

 

 

 

 

 

 

 

 

 

 



                                                                 2020 Contributors Users Guide 
   

8 

Then you’ll see this page. If the image you want to use has already been uploaded, or if you 

didn’t have a custom image for your post and just wanted to use your organization’s logo, 

simply select it and click the “Set featured image” button below. 

 

If you have your own image you wish to upload, click on the “Upload Files” tab on the upper 

left, and you’ll see this page. You can simply click in the white area, or click the “Select Files” 

button to browse your files, then select the image file you wish to use.  

 

 

Uploaded the wrong image and wish to delete it? Simply click the image and click the “Delete 

Permanently” button. You’ll need to confirm that you want this image deleted in the pop-up 

box that appears, and click “OK.” 
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Step 5. Publishing Your Post 

Now that you’ve completed the previous steps, it’s time to publish your post! Here’s a basic 

rundown of what the buttons do: 

Save Draft: It doesn’t publish the post, but you can save it as it is and come back to it later. 

Nobody can see it except for you and the administrators.  

Preview: See what your post will look like when it’s published and how it’ll look to readers. 

Publish (scheduling): This setting lets you schedule a day and time for your post to be 

published. When you select a date and time different from your current date and time (any 

time in the future), the big blue “Publish” button turns into a “Schedule” button. 

 

Move to Trash: This deletes the post. 

Publish: Allows you publish the post to the public immediately. 

 



                                                                 2020 Contributors Users Guide 
   

10 

Editing a Post 

There’s two ways to do this: 1) Go to the post’s page and edit it from the “Edit Post” button on the 

top bar, or 2) go into your dashboard, view all posts, and click the edit button from there. We’re using 

the Classic Editor. If you want to edit something like 

the title, tags, category, etc. quickly, then you can 

use “Quick Edit.” 
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Events 

These events are available for viewing on the Events page. Click on the events to show more 

details. To change your view layout in the upper right, choose filter by date in the upper left 

underneath the search bar.  

 

 

 

 

 

 

 

 

 

 

 

 

https://vtgoesgreen.org/events/
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Creating an Event 

Step 1. Just like with creating a new post  

Go to https://vtgoesgreen.org/wp-admin/, hover over the “New” button, 

and click “Event.” 

This will take you to the New Event page showing you the process 

similar to creating a post.  

 

 

 

Step 2. Title 

Just like a post, you’ll want to name your event. I’m going to name mine “Example Event” for 

simplicity. 

 

 

https://vtgoesgreen.org/wp-admin/
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Step 3. The Event Details 

Develop a rundown of your event in this section. The buttons are all the same as when you’re 

making a post. I’m using filler. 

 

 

Step 4. The Events Calendar Section 

Now here’s where things get different. This whole section underneath the text area is where 

you fill in the event details including date, time, place, and a contact or link for more 

information and questions.   

Time and Date: Enter the time and date of your event and specify the time zone, if 

appropriate, and if it’s an all-day event. 
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Event Series: As the button says, you can schedule multiple events from this page. Neat! 

Location: Select from a list of previously entered venues, or create a new venue. Show a 

map of where the location is, or turn off. When creating a venue, fill out the information it 

asks for including event address, city and name of building/site, if appropriate. Once you 

enter that information and create the venue, you won’t need to enter that information again 

when it’s selected from the dropdown menu. This is all pictured below, going from left to 

right. 
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Organizers: Create a new organizer or select from a previously entered one. We prefer you use 

your organization’s name for simplicity. If you’re creating a new organizer, enter your organization’s 

phone number, website and/or email, (all optional). Once you create this organizer, it’ll be saved and 

you won’t need to enter this data again when you select it from the dropdown menu. 

 

 

 

 

 

 

 

 

 

 

 

Event Website: Add URL for either the page of this event, or just your organization’s website 

address. 

Event Cost: If your event has a cost, list that in this section, too. Choose the currency symbol, 

whether the symbol appears before or after the cost, and the cost itself. As it says right below the 

box, “Enter a 0 for events that are free or leave blank to hide the field 
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Step 5. Featured Image 

The featured image is what’ll show next for the event and catch viewers’ eyes. For example, on the 

“Upcoming Events” section of the home page, it’s the first image you see. Examples pictured below; 

the Sierra Club logo is the featured image. 

 

Scroll down until you see this box and click “Set featured image.” 

 

Then you’ll see this page. If the image you want to use has already been uploaded, or want to 

customize an image, say, use your organization’s logo, simply select it and click the “Set featured 

image” button below. 

 

Have an image you wish to upload? Click on the “Upload Files” tab on the upper left, and you’ll see 

this page. Simply click in the white area, or click the “Select Files” button to browse your files and 

choose the image file you wish to use. 
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Step 6. Publishing your Event 

Now that you’ve completed all of the previous steps, it’s time to publish your event! Yay! Here’s a 

basic rundown of what the buttons do: 

Save Draft: Does not publish the event, instead it saves it and allows you to come back to it 

later. Nobody can see it except for you and the administrators.  

Preview: So you can see what your event will look like when it’s published and how it’ll look 

to readers. 

Move to Trash: This deletes the event. 

Publish: Allows you to publish the event to the public immediately. 

 

 

 

 

Editing an Event 

In order to edit an event, go to https://vtgoesgreen.org/wp-admin/, hover over the “Events” tab, and 

click “Edit Events.” There, you’ll be able to see a list of all of your events.  

 

 

 

https://vtgoesgreen.org/wp-admin/
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Importing Events 

Import is one additional feature we have with our events plugin. The Events Calendar offers the 

ability to import events from other sources, like Google Calendar. Here’s how to do that. 

 Step 1. Go into your Dashboard, hover over the “Events” tab and click “Import.” 

 

 Step 2. Select the import origin. 

Import from a CSV file, another calendar plugin including, 

Google Calendar, iCalendar (Apple-brand devices), an ICS 

file, Meetup, Eventbrite, or other URL. Let’s first go over the 

processes for importing from these different sources, except 

Eventbrite, Meetup and other URL since we’re not using 

them. 
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 2a. CSV File 

According to BigCommerce.com, “A CSV is a comma-separated values file,  allowing data to 

be saved in a tabular format. CSVs look like a garden-variety spreadsheet but with a .csv 

extension. CSV files can be used with most any spreadsheet program, such as Microsoft 

Excel or Google Spreadsheets.” To sum this up, a CSV is a simple spreadsheet document, 

enabling you to import your data through a spreadsheet.  

You have the option to name your import, so that 

looking back in the import history, we know what 

it is. 

“Content Type” in three ways is the kind of 

information you’re uploading, and specified as 

event data, organizer data, or venue data. As the 

tip below suggests, “For the best results, import 

venue and organizer files before importing event 

files.” 

After selecting a content type, you’ll have the 

option to upload the file. 
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2b. Google Calendar 

Importing from Google Calendar is handy. It doesn’t import one single event, it imports the 

entire calendar. Be sure to establish a separate Google Calendar for the public events you 

plan to post. , Then import the calendar itself to VTGoesGreen. Whenever that calendar is 

updated, the changes will update on our website as well. 

We suggest you name your import, so  looking back in the import history, we know what it is. 

The “Import Type” tip states, “One-time imports include all events in the current feed, while 

scheduled imports automatically grab new events and updates from the feed on a set 

schedule.” 

The “URL” section is where you input the link for the Google Calendar feed you want to 

import. The tip specifies that information, and also gives you instructions on how to find the 

URL you need in your Google Calendar settings. 

Find the url you need in your Google Calendar settings. 

1. Go to Settings > Calendars and select the calendar you wish to import. 

2. Scroll down to Calendar Address and click the iCal button (note: if your calendar is 

private, you'll need to click the iCal button next to the Private Address header instead). 

3. Copy the provided url into this field to import the events into your WordPress site 

The “Refine” section narrows down which events are fetched from the calendar you linked using 

filters like keyword(s), dates, and locations. 

Use the filters to narrow down which events are fetched from this Google Calendar. 
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2c. iCalendar 

iCalendar, also known as just Calendar, is the default calendar app for Apple brand devices, 

such as iOS and Mac.  

You can either export your calendar following this guide, which saves it as an ICS file, or you 

can generate a link following either this guide or this guide. 

You have the option to name your import, so that looking back in the import history, we know 

what it is. 

The “Import Type” tip states, “One-time imports include all events in the current feed, while 

scheduled imports automatically grab new events and updates from the feed on a set 

schedule.” 

In the URL section, input the link for your calendar. If you instead exported your calendar as 

an ICS file, go to section 2d. 

The “Refine” section is for narrowing down which events are fetched from the calendar you 

linked using filters like keyword(s), dates, and locations. 

Use the filters to narrow down which events are fetched from this iCalendar feed. 

 

 

  

 

 

 

https://support.apple.com/guide/calendar/import-or-export-calendars-icl1023/mac
https://medium.com/teamup/how-to-let-others-view-your-calendar-using-icalendar-feeds-f8d1e70cf1d4
https://support.apple.com/guide/calendar/publish-or-unpublish-calendars-on-mac-icl1017/11.0/mac/10.15
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2d. ICS File 

According to FileInfo.com, “An ICS file is a calendar file saved in a universal calendar format 

used by several email and calendar programs, including Microsoft Outlook, Google 

Calendar, and Apple Calendar. It enables users to publish and share calendar information on 

the web and over email.” Simply put, it’s a popular and universal calendar file format. 

If you export the data from your calendar service of choice, you’ll either download a CSV file 

or an ICS file. If you download a CSV file, go back to section 2a. If you download an ICS file, 

keep reading. 

 

You have the option to name your import, so that looking back in the import history, we know 

what it is. 

The tip for the “Choose File” section states, “Select your ICS file from the WordPress media 

library. You may need to first upload the file from your computer to the library.” 

When you click the “Upload” button, you’ll see the WordPress media library and the existing 

ICS files that have been imported previously. You’ll want to click the “Upload Files” tab in the 

upper left and upload your file from there. 
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Pages (ADMINISTRATOR ONLY) 

Only administrators can add or edit pages, so if you’re not an administrator, this doesn’t apply to 

you. 

Creating a Page 

Same as creating a post or an event, there’s two ways to do this. Either hover over the “New” tab on 

the top bar and click “Page,” or go into your dashboard, hover over the “Page” tab and click “Add 

New.” 
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