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Introduction

This is your BWN coordinator guide – please could I ask that this remains strictly used for the BWN and the information included is only for you as a BWN coordinator. It is not to be shared in any context without prior permission from me.
This is a guide that will grow and develop as new ideas are added by me, and you the coordinators. It is there to support the success of your time being a BWN coordinator. As founder of The BWN I want to ensure that this proves a very useful, productive and cost effective way to promote your main business and to ensure you are truly getting paid to network.

If you feel this guide is missing key information, please contact me and I will amend accordingly. Thank you,

I am always here to support your success, so please do keep in touch and let me know how I can be there to support your success.

Best wishes and great success,

Mandie

07989935556

Mandie@thebusinesswomansnetwork.co.uk
Please remember that thanks to Lupus I have limited laptop time, so if you don’t get an answer fast enough please feel free to phone me. If I am with a client I will call you back asap. My first priority is always to my family, then my coaching clients, then to you my coordinators and then the BWN business women that attend regularly and then to the business women that attend ad hoc. And lastly but just as importantly to every woman in business. I really am as passionate about your success as you are.

What is the big ambition, the big goal, the big vision for The BWN?

One coordinator asked me what the big goal was for the BWN, and my answer was the ultimate goal would be to host a national conference at Five Lakes Crowne Plaza and utilise their 2000 people arena. 
We would have guest speakers that were the very best in the world wanting to fly into to be a speaker at this event. 
We would still only charge £25 for a stand and the Saturday would be the “Work” day and then Saturday night we would have a great big party, with great food, a disco and cheesy music dancing and laughing together into the early hours. Then on the Sunday it would be more about us as business women and creating a relaxed (detoxing!) day where we got to enjoy the spa facilities, the golf course and each other’s time in a relaxed environment that was less business and more how to look after yourself, so that you get the business you want, possibly with smaller sessions looking at our values, beliefs and confidence levels.
The Friday night people would want to arrive and we would get to know each other. And we would have breakout sessions and master classes and most importantly of all a special session especially for the BWN coordinators. An inner circle. 

That is my big vision.

As a business woman’s coach I believe in creating big goals and this is the ultimate, however I also believe in good strong foundations and because of my health limitations (that I still believe I will fix somehow!) I will work at a pace that will respect me and you, always.

What is the BWN ethos 

I was asked to sum up the BWN ethos. If you feel I’ve missed something, please advise. I wanted an environment where any business woman could get the answers that she needed for her success. Whether start up, or pre start up, unemployed, self-made millionaire, hobbyist business, corporate business woman or employed women.

You are expected to be an expert in everything, well I want to help business women to feel confident in every area of their business and their life.

I want the BWN to be all welcoming and inclusive. I don’t want it to be “clicky”. Thus I ensure that whomever I am talking to at an event, as the host I have my eye on the door so that everyone gets a warm welcome, because I really appreciate how scary walking into a networking event can be. I often tell the person I’m speaking to “I’m genuinely very interested in getting to know you and hearing how I and the BWN can assist, but I must keep an eye on the door so that everyone gets greeted by the host.”

I want to empower, motivate and support.

I want myself and my coordinators to go out of our way to get to know every business woman that walks through that door so that we can help that business woman get the connections, new business and success she wants and deserves.

I want to do all this with no big membership fee. I want us to help business women make money and increase their profit, not spend their profits on overpriced networking.

Between events I want to ensure that our network talk to us through social media so that we are able to like and share their great content. And I want to ensure that the business women that walk in the door every month are our absolute priority so that we know them and help in every way that we can.

I want to ensure that not only do we promote and support our business women, we also promote and support our venues, speakers and suppliers. Business has to create win win relationships and we will work hard to achieve that.

No question is stupid, no concern dismissed. This is THE environment to get the solutions, connections and business to get the business success you want. Our tagline is “As Passionate About Your Success As You Are” and our business women will tell you that we mean it.
Social Media
Facebook

Facebook page link is - https://www.facebook.com/#!/TheBusinessWomansNetwork
As a coordinator you have full access to this FB page to alter.

Add your events to this page and you can update everyone that likes our page. Ensure you invite people to your event. Even if I can not attend I will always put interested. Never not going. Maybe as coordinators you can do that for each other too. 
Encourage your business women to go on this page and promote their business, share their news, ideas, events they are attending, etc that way you and I can easily like, comment and share using our own personal profile to increase our reach for our members and your events.
You can also share about your own business. Remember to be respectful as we don’t want a page of people selling. However great YouTube and blog articles and your news is always great to share. Creating a vibrant community comes about from sharing on our Facebook group.
Mention in your email campaign’s too the above top tips.
Also using your personal profile go into groups that have your county in them and do not just post about your event. Scroll down and comment on other peoples posts. For instance; “This looks a great event, could I promote for you at The Business Womans Network in our Business Ops Slot” (Ensure you tag The Business Womans Network) Like wise if you are in a group and it could be useful for a neighbouring coordinator tag them into the comment so that they can comment and get involved in the conversation.
Twitter 
I access Twitter only from Hootsuite. It is free and great way to schedule. Trial different times of day to get in front of different people. Think about the bio of your guests. What do they like? Where do they go? What do they do? What do they read? What do they wear? Where do they work? Do they commute? Etc. in this way you are able to target them at the right time of day for them to see your online marketing.

Also it enables you to know the buzz words for your target audience, their pain, their pleasure, their needs, etc.
http://twitter.com/#!/BWNcouk  @BWNcouk
It is a good idea to write posts like this “I’m looking forward to my @BWNcouk event at @BWMarksteyhotel this Friday. Will you #Essex business women be joining me?”
If you would like me to RT to @BWNcouk followers then mention either @BWNcouk or @mandieholgate. Things like “Hey @BWNcouk can’t wait for the #BWNcouk event this Wednesday, talking about............” I can then retweet.
Also encourage your members and business women to mention @BWNcouk 
On Twitter I favourite the testimonial tweets from people. I also use these on our website. If you have any of these, you would like added to the BWN website send them to me. You can also use these in your email marketing.
If you don’t have time to interact let people know that if they write #BWNcouk you will see it and comment. Ensure you have this set up on Hootsuite/TweetDeck as a list – an easy way to quickly and effectively interact with your target audience.

RT when you are short on time the business women you want to see attending the BWN. Leads to conversation and I then mention, “Great to talk, are you coming to #Essex #BWNcouk next Tuesday? Include the link for the event. “

Some great interaction with local business owners has come about by retweeting local charities and Associations, and some have attended our events too.

Ensure you are following groups, local media, and business women for the chance to interact with target audience.
Use the search option to find local groups or things in your county. Then comment on other peoples posts. I have set up some key words on Hootsuite to make this easy for me.

I also have a new followers stream on Hootsuite so that I can check out their profiles and see if they could be good for our network, and then tweet things like “Thank you for the follow, I see  you are in #Essex do you network? I run events with @BWNcouk

Tweets you can use

Remember to use your county’s hashtag, ie #Norfolk #Suffolk # Essex

Mention members, sponsors, speakers and your venue.

Mention our Twitter account and then we will retweet and like your comments. As the BWN grows it also makes it easier for us to know your speaker and next event date so that we can create tweets for you too.

Suggested tweets:

“Thank you @BWNcouk 2 events in 4 days and 4 new clients!” @

Created by Mandie Holgate Sending at 8:35am, Feb 07, 2016 
Would you like to get paid to network? We promise not to flood the market in your area too! http://ow.ly/XRnTs
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Created by Mandie Holgate Sending at 6:15pm, Feb 07, 2016 

Check out what 50 #Essex business women in 1 room looks like! Thank you @Richardhowitt for joining us too! http://ow.ly/XQcS0
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Created by Mandie Holgate Sending at 6:35pm, Feb 07, 2016 

Check out @LizStandley_TC who has joined as a member of our @BWMarksTeyHotel events. Next one 12th Feb! http://ow.ly/XRnwA
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Created by Mandie Holgate Sending at 8:35am, Feb 08, 2016 

Check out our Feb @BWMarksTeyHotel sponsor @defeatingdiets #Essex business woman exhibiting & sponsoring this event! http://ow.ly/XIpEg
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Created by Mandie Holgate Sending at 10:15am, Feb 08, 2016 

Check out what 50 #Essex business women in 1 room looks like! Thank you @Richardhowitt for joining us too! http://ow.ly/XQcVQ
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Created by Mandie Holgate Sending at 8:20am, Feb 09, 2016 

Check out our latest member @Haroldhuxley at our #Essex events! http://ow.ly/XIoPt 3 events in February!
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Created by Mandie Holgate Sending at 10:35am, Feb 09, 2016 

Check out @LizStandley_TC who has joined as a member of our @BWMarksTeyHotel events. Next one 12th Feb! http://ow.ly/XRnyh
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Created by Mandie Holgate Sending at 1:50pm, Feb 10, 2016 

Meet @GenMcAllister #Essex business, Crocus Connect. A great story about self employment & 2016 business growth! http://ow.ly/WZXb8
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Created by Mandie Holgate Sending at 8:20am, Feb 15, 2016 

Check out our latest member @Haroldhuxley at our #Essex events! http://ow.ly/XIoPF 3 events in February!
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Created by Mandie Holgate Sending at 6:35pm, Feb 16, 2016 

Would you like to get paid to network? We promise not to flood the market in your area too! http://ow.ly/XRnQR
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Created by Mandie Holgate Sending at 6:25pm, Feb 23, 2016 

Check out @michelleTaylor and why she loves our network for business growth. #Essex #Success http://ow.ly/XvF1a
Great morning with @ClareLauwerys at @BWNcouk workshop on website wizardry

BWN events are always good value.

What a spectacular event it was yesterday!  So much talent in the one room.  I thoroughly enjoyed my morning

The BWN is a great tool to network and meet other business women who have opportunities to offer. It is also a place where you can meet new people

I’m so glad I joined the BWN, last week I had a call from a business woman who needed a database and had found me on the BWN website. This network certainly works for me.

Elene Marsden, Corazon IT Suffolk Events

Networking is like the national lottery = you have got to be in it to win it.

Great networking delivers leads, support, motivation, ideas – basically all you need for success, is your networking delivering?

Networking is not a sprint its a marathon – a marathon that delivers tons of leads, opportunities and business skills in The BWN’s case!

To networking take an open mind, a pen, business cards and a smile – expect new leads, opportunities and business.

Business women we are here for you, we want to know you, your business, your needs, your products and services & we want to spread the word.

If you have the premier pack expect to see your 5 minute promo slot on the home page of the website – over 2000 genuine hits a month! http://thebusinesswomansnetwork.co.uk/

The BWN Twitter account favourites has a long list to help yourself too as well - https://twitter.com/#!/favorites 

Linkedin Group

http://www.linkedin.com/groups/Business-Womans-Network-2633035?gid=2633035&trk=hb_side_g 

Invite people to join this group and start discussions and interact with existing ones. 

On Linkedin I look at who it suggests I connect with and look at where they are and what they do. And accordingly ask to connect. When they accept I like to send them a little letter such as this one below, adjusting accordingly:

“Thanks for connecting - looking forward to getting to know you and your business.

We have some great events coming up in East Anglia with some amazing speakers and of course the normal mix of business promotion and networking. 

The BWN is not a coffee morning its business focused, proactive networking with no membership fee or block outs. We host monthly effective events across East Anglia with some of the best guest speakers in the UK.

Feel free to say Hi on our FB page and on The Business Woman’s Network linked in group join in the discussions so we get to know all about your business and share with us your Twitter and Facebook pages.

http://www.linkedin.com/groups/Business-Womans-Network-2633035?mostPopular=&gid=2633035
http://www.facebook.com/pages/ShareLaddercom/100475543331438?v=wall#!/TheBusinessWomansNetwork
And to learn more about The Business Woman’s Network and how business women get great results - http://thebusinesswomansnetwork.co.uk/whatwomensay 

If I can help with anything just ask,

Best Wishes 

Mandie “

You can use this as a template or create one of your own, that uses your style of speaking. Natural marketing is easier when you use your own style of writing. It should be in your own words and what feels comfortable to you. But if words aren’t your forte using mine is fine.
When I have an event coming up I share on Linked in both as a post and to individuals as messages. I narrow the field of who receives the email to the area that the event is in. You can do this in your inbox.
I also post the link on the Linked in main stream and on the Linked in BWN group, usually by starting a discussion loosely related to that subject, to get the conversation flowing, I also invite the speaker to comment before and after on the BWN group.

YouTube

At events film whatever you wish to. 60 seconds. Mini segments of the speaker. People arriving (the noise in the background is great possibly talk over it with something like “Its great to be here at Caistor hall today. Lots of women already arriving and adding their business cards to the promo table. More arriving and today’s master class is from X on how to increase sales, I can’t wait. If you missed this event see you next month on the Xth June” and add to The BWN YouTube channel and then promote on social media, this creates a buzz for the next event.
http://www.youtube.com/user/BWNcouk?feature=mhee 
Also then post this on the BWNTV page on the BWN website. Just go to the page and at the top of the page edit page, add a short description and then add media and follow instructions. Any problems advise me.
Then promote via social media routes. “Great to see ?? at the #Norfolk #BWNcouk talking about this great idea” etc.

To determine the best times of day to send links and tweets, etc I use Tweetburner – this allows me to see what and when people open my links so I know for future reference the optimum time to send things out.
What day of the week should I host events?

In my viewpoint having run events in 3 counties on every day of the week (except the weekend, Dawn Moss was the ground breaker there!) I find the following;

Monday can be at risk that people are panicking about what needs to be achieved this week so will justify not attending. 

Tuesday, Wednesday and Thursday are good days of the week in my opinion as there is time either side of the working week to get things done and to follow up effectively. Which is something that you want to showcase to your members is important to do. It’s good for them and reminds them why the BWN can be very good for business.

Friday you are at risk for the part time business women that they will justify a long weekend, a hair cut or a day off and thus you need to work hard to showcase that of all of the Friday’s this month, don’t schedule a holiday day today. This is too important to miss!

That said I think with the right marketing you can make any week day a success, and Dawn Moss’s is working hard to showcase that Saturdays are a winner too.

I would also consider which week of the month too. Firstly, too early in the month and you risk clashing with bank holidays and it’s the Monday morning syndrome of “I’ve got too much to do, something has to give and that can be my networking.” 

Too late in the month and some companies have work that must be completed by the deadline and so are panicking about that so can’t attend. The flip side of this is that if they have sales targets that have not been met then marketing that very element can be good for you and your events; “Got sales targets you’ve not met, network with us and let us help you achieve them!”

I personally have found the middle weeks are the best avoiding school holidays.

Website help

If you have any problems accessing or altering your page or adding people to the website, then let me or Tim.  tim@developin.com From page 25 looks in detail at the website and how to use it successfully. Please be aware that Word Press does change and with the every increasing use of mobile technology things that did work, now need improving, this is something that all business women need to be able to do, so as things change we will work together to make them awesome again. If you spot something that you feel is not working well, just say. And we will work hard to improve it.
Successful BWN Marketing (How to get bums on seats!)

Ensure you encourage business women to sign up to the Business Womans Network emails. They can sign up on the homepage to my generic one. Or on your own pages to yours. Add something like. Click here to sign up to my newsletter about events at this venue, news, member’s news, events and more.
This ensures if you are too busy to send out an email campaign your business women from your area will receive something relevant and useful to them. Ideally write blog entries about business women that have signed up for the year and include yourself and these can feature in your newsletter – ideas for this include:

Ideas that have worked for them as business women.

New products and services that business woman is offering – blatant selling is discouraged – this should always be content rich aimed at how the business woman would benefit.

How business women have overcome adversity, solved business problems. 

Local charities telling us how they wish to be beneficial to the business community and what they can offer businesses – this often includes free PR opportunities for companies involved – which can be hard for some companies to access easily. You can also send this to me for me to add to the Stella Women page. Just send a link of the blog and a short description. 

A word of caution for a successful launch and bums on seats every month!

A word of caution. Launches are delicate. Promote too early and you risk over exposure and people will think they missed it already and its already been and gone and you risk burn out. Market your event too late and your risk that business women would love to be there however their diary is already fully and they can’t. the big danger zone is you can make the assumption that they are not interested for future months! Keep in touch with the people that didn’t show this month!
Images

Images are good on the blog articles as well as on your event page and social media marketing. If using images taken by Jayne Lloyd or your own corporate photographer respect their work and use their logo in the images wherever possible. Jayne sends her images direct to our Facebook page and they are all water marked. You are allowed to give a photographer you trust access to the BWN Facebook page so that they may add images of your events. It is your responsibility to ensure they do not abuse this privilege with unnecessary sales, amending other coordinators posts, etc. Remember everything we do is about being useful and relevant not salesly. (Well that’s why you are a BWN coordinator isn’t it because you like win win relationships and you get that salesly doesn’t work, caring does!)
This can also include your blogs so that you are promoting what you do too.

A coordinators view point – about a business, a business woman, something that happened at an event, why something was amazing – sharing information that business women missed out on if they missed an event – creating a buzz around what they missed – so they don’t miss it next time!

Process to use to promote each event
Promoting Online

Add event to website with link to Eventbrite to book – the easiest way to currently do this is to add event to Eventbrite and then pull information across to the site, this saves you doing things twice. See from page 25 for detailed advice on adding events to the website.
When added to Eventbrite add to Facebook fan page too. (Link on home page of BWN website_ Follow instructions on the Eventbrite page for the event in Managing event. See Eventbrite section for further instructions on layout and info that you can copy and paste.
Add event to LinkedIn on your home feed and on the BWN LinkedIn group – and put that you are attending. This encourages people that attend the BWN to post that they are attending too.

Other places I add the events:

http://www.findnetworkingevents.com/ 

http://www.business-scene.com/maintain_events.php 

I share it with relevant local business magazines and other relevant organisations including large corporations that have sent their staff to our events, local press where relevant, and local enterprise agencies – who are your equivalents in your area?

Add events too Enterprising Women:

http://www.enterprising-women.org/show.php?nav=9&mode=interstitial&url=%2Fshow.php%2Cnav%2C21 

Have added in the past to these too;
http://www.eventmanagementmarketing.com/events/?utm_source=event-newsletter&utm_medium=email&utm_term=300810&utm_campaign=events 
I also add to relevant FB groups as well if I feel it is not going to be considered spam or plain old salesy links. I sometimes put things like; Just thought I would share with the group this amazing speaker that is coming to The BWN, there is also time to freely network and no membership fee, let me know if you would like the link and further details. Have a great day.

What are a BWN coordinators responsibilities:

As a coordinator to enable you and your events to be a success and showcase you and your business as an expert and get “Bums on seats” we promise to do our best for you. 

To help us achieve this we need you to;

1. Add all events for this year on the BWN website.

2. Add all events for this year to Eventbrite. When you have finished editing, view your event and be the first to like it on Facebook and share on LinkedIn!

3. Add all of your events for this year to The BWN Facebook page. (If you do not have a confirmed speaker please still add your event to these platforms, because as you grow a following people will want to book even if they do not know who the speaker is. Just write TBC.)
4. Engage with us at least once a week on Twitter. For instance, “Looking forward to my #County @BWNcouk event @Yourvenue Master class with @speaker date, 10am. Do join us.” In this way anything you post and mention @BWNcouk we will retweet and like.

5. If you attend other BWN coordinators events take the year flyer for your events.

6. Using the images from the BWN facebook page can be very useful. Include the photographers water mark wherever possible.

7. Send out a newsletter/email campaign to your network and share this on social media.

8. Further top tips for event success and to help protect and grow the BWN brand are on page 29. (The new coordinators check list.)
Eventbrite – Adding an Event
When adding an event to Eventbrite – ensure it has the following information:

Logo should appear in the top right hand corner.

Pricing Structure should appear like this:
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Early Bird offer finishes 1 week before the date of the event (another opportunity to promote your event on social media – “Don’t miss out on the early bird offer, ending in 2 hours!”) 

NB: it is wise to check that the end date for each type of ticket is correct because if you don’t you could have the situation that people are unable to book their tickets because the date says that sales have finished. And not all business women will pick up the phone to question the discrepancies between the date of the event and the date ticket sales end.

When adding a new event – you are able to copy all information from your previous event by going to your last event and on the top right hand side there are a number of blocks that read;

Unpublish, Copy, Cancel Delete.

Chose copy – and rename your event – then only alter the event speaker details, the event details and the dates for when tickets must be purchased by and when early bird finishes.

After this follow the normal procedure to promote on Facebook and send information over to the website.

See page 34 for how to add the event to the website.

To add the event to Facebook.

Go to manage your event on Eventbrite.

In left hand column go to Publish to Facebook and click on this.

Connect with Facebook (this might already be loaded if you have done this before) If so choose The Business Womans Network page.

When you have published it to Facebook go to the bottom of the Eventbrite page and click Edit on Facebook.

On Facebook add an image. (You can use our Facebook photos or your own or a jpg of the flyer for the event.)

Check that the date and time and location are correct.

Invite your friends.

Click that you are attending this event.

Share as yourself on your Facebook. Tag in myself and other coordinators and The Business Womans Network so that we can see your event post and like it, share it and say that we are either interested or attending. Do not put not going. 
Layout of information on Eventbrite for each event
Below is an example for you to copy;

(The first section you can alter as you wish. Please use these size fonts and colours. You are not required to use pictures if you do not wish, although I find that images are very useful and another chance to promote your members, speakers and events)

Please note it is your choice as to what payment options you are prepared to accept. Please note that utilising PayPal will incur an additional charge. That is why I encourage people to pay direct to my bank account to cut down on Eventbrite fees and admin time.

Ideas to promote your events

When added to all website, social media, etc I ensure I use special occasions as a chance to create a buzz. 
Best speaker, birthday event. Big Summer Event, Christmas Really excited and I ensure that all of my marketing in whatever format reinforces this.
I like to create the feeling for every business woman that “they really care about me” 

You can use Survey monkey to create a short questionnaire asking business women what they want to reinforce this;

What subjects would you like covered in the master class?

Would you like to stay on for lunch?

What other services could you benefit from?

What are the biggest obstacles you currently face?

And so on.

I advise of the free top tips http://thebusinesswomansnetwork.co.uk/freehints that they can sign up for.

There are also business blogs with free ideas in too. Business women that are year members are welcome to write for the BWN blog – so if someone shares an inspirational story or a great idea, ask them to forward to you and add to the website with links to their website and then you can promote on our social media – things like this stand us apart from other networks.
At each event I ensure a flyer see Fig1 is on each table promoting the following months event. Because I often see people writing down these details and people often walk off with them too. I also tend to keep a few copies in my car wherever I go so that if I see flyers up or meet someone that could be interested I can give them this.
Using Testimonials 

Testimonials are useful to use in your email marketing, social networking and at events. They are also useful to refer to when engaging with other business women new to the BWN.

If you need testimonials about the BWN then go to - http://thebusinesswomansnetwork.co.uk/whatwomensay Please only use these within your BWN marketing – thank you.

Here are a few examples of what being a member has helped business women achieve:
Allowed them to road test their ideas– Samantha Fricker did this with their History wall idea for Framewerks Frames and it turned into a product that they now offer to national companies.

Jacquie Stoneman from Just Consultancy needed some specialist advice for her new book which she had been unable to source, she was unable to make an event but sent through what she was looking for and there in the audience was a business woman able to help her.

Clare Lauwerys from Positive Web slipped her disk but was still able to promote her summer Website spring clean at our events. Leading to enquiries and new customers.

Pavlenka Small from Small Steps to Success gained the opportunity to go on BBC Radio Suffolk as The BWN was asked to supply business women that fitted a story they were covering, this led to further visits to the studio to be the “coach specialist” in the studio.

Julie Philpot learnt about the ITV1 show “Best Dish” at the production stage and through encouragement from Mandie Holgate went on to enter and went through to semi finals on national Television. Blog entry about this - http://thebusinesswomansnetwork.co.uk/node/317 
Caroline Foster from the Write Impression has appeared in local newspaper talking about being a working mum and has gained many clients via the BWN without even attending at time.s

Helen Jones from Aloe Vitality was not able to attend an event and yet gained 3 potential clients from one meeting as the coordinator shared in the Business Ops slot the information that Helen had free 3 day trial packs of products to try for interested clients.

Blog here from Pavlenka Small too - http://thebusinesswomansnetwork.co.uk/node/318 on our website about what the BWN has done for her.

You are welcome to add your BWN testimonials to this page too as follows:

Go on to edit the page – above last highlighted quote use the “W” to paste your quote from a business woman. Then highlight the quote and press the “ “ “ button and this will highlight. 

If you are not a space a part from the last quote it will add it to that one, so undo and ensure there is a 1 line gap.

Ensure all quotes look the same ie. “Quote” with person’s name below and business name with hyperlink to their website. You can tell people that when that give a testimonial it will be appearing on  the BWN with a link to their website.

If you access the @BWNcouk Twitter account I have favourite the comments that are all thanking us for great events, support etc – feel free to use these too.

Mail Chimp, Newsletters and E-marketing.

I use Mail Chimp. The first thing to do as a new coordinator is ensure that you create a sign-up sheet and add that to your page of the BWN website and to your own website if you wish to and promote it on your social media. Maybe if the conversation went well even in your follow up emails to people you have met while networking. 
Newsletter 
Designs to use

You are welcome to use any template you wish. Please ensure the BWN logo or a relevant image from a BWN event is included. 

And use some of the suggestions below;
What to include

Include a piece of inspiration / a top tip. Feel free to email me if you require some of those. And with permission you may use content from www.mandieholgate.co.uk blog. Please gain permission prior to use. Thank you.
Update on BWN events coming up.

Maybe a charity appeal.

Update on whose signed up as a member with a link to their website and a welcome.
Include links to blog articles. 
And anyone that is a member a plug for them and their business – you can promote that you do that too – “Want your business seen here? If you are a member we would be happy to hear from you and promote you to our entire network.” Kind of thing works well.
Have you shared this newsletter with your friends? If they visit our website and head to the bottom of the home page, they can sign up to our mailing list. Only want to receive information in your area? Then click here (that link will be to your own mail chimp sign-up sheet.)

As and when we receive media opportunities I will forward these to you for inclusion in your online marketing too. If there is a lot of interest, offer the opportunity to your members first. And ensure you talk about it so that you showcase why being a member can be good for business.

How Often to send

The newsletter should go out no more than once a week. Ensure that business women sign up to the website too. 

I only normally send out 2 emails a month (maximum). And if I have a big event coming up I will send info that week saying who has booked, who is sponsoring the event, who has stands, info for stand holders on when they can set up etc., what room you are in, etc.

This is something to trial as different people like different things. I would not personally send a newsletter Friday, Saturday, Sunday or Monday. However, if those are your own free days and it is too close to your event to schedule it then it is better to send something out on the least read days than nothing at all. 
When your newsletter has been sent it is good to automatically share this on your social media and schedule it via Hootsuite to go out at least 5 times to capture new people and ensure members and guests see it. I tend to tag coordinators when sharing a copy of the newsletter so that you may replicate and use the information within the newsletter for your own events.
Newsletter format ideas

The newsletter format that I use has a short “hello” from me, like an editor’s “what you can expect in this newsletter” type thing then 5 to 7 top tips/items/articles.
They will be about a particular event, a short idea to share (don’t give too much away the idea is to tempt them into the event). I may share a top tip such as “Before you sit down to work today did you have a clear plan of the best course of action or do you just muddle through the day? Studies show the people that plan are more productive and achieve more, makes you think right?”
I might in the smaller column below the events for the month add a few ideas like this; 

Did you know we hear about stacks of events, looking for something in particular? Let us know.

Did you know the BWN has a Books we love section featuring some of our amazing UK and international speakers – click here to learn more. http://thebusinesswomansnetwork.co.uk/books 

Did you know the website has a free top tips guide that comes as a easy to read AND use workshop click here to learn more - http://thebusinesswomansnetwork.co.uk/freehints 

Did you know the BWN has a very interactive FB and Linked in group? Want to meet people before your next event and get to know each other? Want to share your ideas and get the solutions you need? Come and say hi.

Did you know you can be a member without a membership learn more here…

Did you know at any BWN event you can have a stand, it’s a great way to get your products and services known and as a member you get 10% discount too. Normal price £25 and that includes one ticket.

Would you like your business promoted outside of your “County” then being a member means we could share with that areas coordinator and get you a mention in the Business Ops slot.
On my area newsletter I will add more generic things as well, which you are welcome to just send out yourselves – If you would like me to send you a short piece, a “Mandie says” then just let me know.
It is also a good idea to share blogs from your members and from yourself.

Blogging 

As a coordinator you are welcome to blog for the BWN whenever you wish. Please ensure it is relevant for business women. Even remotely is fine. I find “salesly” blog articles just do not get read.

Another good idea for blogging is to answer these questions yourself or encourage members to do this and then in your next newsletter you can add “Check out our latest member’s interview on their business, passion and big ambitions.”

The questions are;

What made you set up X Company?

How many years have you been in business?
What do you love most about running your own business?
What do you hate most about running your own business?
What benefits do you get from networking?
What was the reason that you decided to be a member at The BWN?
What do you see the future holding for X Company?
The key to successful blogging is to ensure that you promote the post multiple times on Twitter and Facebook. If you post to the BWN page on Facebook, ensure you go back and like and share the post with your personal page too. And on Twitter mention @BWNcouk so that I can like and share for you too. If you mention your area’s # then that can be useful tool to get more people to retweet it for you and help spread the word.
Cross Promotion at the BWN

If you would like to get the county next to yours to promote your event, contact them with the below layout to make life easy for them. It would be recommendable that you use the Getting Paid to Network for other coordinators too, to encourage across network promotion.

It is your decision if because of their promotion of your event that you give them a discount. Can you ensure you send me the following layout each month of your events to ensure I include for you in mine in this format: 

13th - Colchester – The Invisible Powerpoint Show with Nicky Looby – back by popular demand to wow you with presentation skills, make you laugh, learn and love public speaking.

Media coverage.

It is very useful to business women to know that we will go out of our way to get them in front of the local media which can be a very useful and free way of raising awareness of their brand, and helping business women. To do this I have listed a number of things.

Social Networking 

See our account (@BWNcouk for our media contacts and follow and interact with them too – this has proved a very powerful way to get involved with local press opportunities.) Go on your local newspapers website and find their social media links. What TV & Radio programs could be useful to business women you know? Following their social media accounts and get involved in the conversation.

 Local Radio
Build relationships with local radio.
Listen to local radio – share useful leads to business women that have the pack. Does not take long, just listen to the start of the program where they mention what they are going to talk about today. 
Follow the DJ’s on Twitter and Facebook and interact with them. Go to their pages on their website that is where social media links are usually. This is a great way of accessing the radio and getting heard.
Don’t just comment on Business related areas. The way that I started interacting on BBC Radio Essex was because of my story about depression and speaking out against the stigma, what is your story? What stories are relevant to you?

Another thing to do is if you hear a story that is relevant to a business woman, it takes 2 seconds (well maybe 5) to send them a quick text saying “You could get on Radio ??? as they are talking about ????? this morning and that is relevant to you” It ensures business women feel cared for and are more likely to attend BWN events without needing a lot of marketing aimed at them.

Local Newspapers

I send out press releases before big events and this sometimes get picked up. I ensure I add them to any online publications I can too. Such as this one http://www.findnetwozzrkingevents.com/admin/index.cfm?action=articlelist&articletypeid=2&CFID=152695&CFTOKEN=45481974 

Offers – What offers are there and how to promote them.
How to be a member without spending your money

It is good to create a “core” of business women that commit to attend every month. That way if you have a busy month in your main business you know you have “X” amount already booked to attend. This also reduces your admin time after events and thus frees up some of your valuable time to market your events instead. 

In this page you will find all of the information you need to promote this; http://thebusinesswomansnetwork.co.uk/howtobeamemberwithoutspendingyourmoney/ 

If you are half way through the year and someone would like to take advantage of this then you ask them to verify which events in that year that they wish to pay for, they pay that amount at £11.40 per event and then you add them to the website. See below for the procedure to follow for each new member (it is easy, promise!)
You are also welcome to work with your nearest coordinators to create a special rate that would get that guest into all of the events for that area. 
For instance if South Essex, North Essex and Saturday Essex events all worked together. They could agree a figure for 2016 that would be for instance; 

Buy all Essex events for 2016 for £363 (i.e. £11 each) if you take the funds for this it would be your responsibility to ensure the other 2 coordinators got the business woman’s name, business and contact details so that they could add them to their monthly list of attendees. And then you would have to ensure that they got their share of the funds. (i.e. £121 each coordinator). It would also be your responsibility to add that business woman to the Business woman’s page.
How to add a business woman as a member to the BWN website 

If a guest pays you for the year. You need to;

1. Write to the business women with email Fig3 

2. When they reply add them to the Business Woman’s page. Just go to the website and click on New and scroll down to new business woman and complete the relevant information, i.e. Name, business name, twitter, LinkedIn, telephone number, website, Facebook. Then add a featured image of that person, add tags relevant to them and you, such as; Essex Business Woman, Essex networking, Mandie Holgate, Business Woman’s Coach, motivational, Public Speaker, BWNcouk.
3. Mention them in your next newsletter with something like; It is great to have on board X and her business as a X. You can meet X at our X events. Do say “Hi” on her social media. If you would like to get promoted and get be classed a member check out this page http://thebusinesswomansnetwork.co.uk/howtobeamemberwithoutspendingyourmoney/ 

Add them to the website

As you get to know them more encourage them to use the social networking of the BWN to promote themselves and let people know what events they are attending. And find out more about them. Advise them there are free resources, reports a 6 week top tip guide and business blogs for them to use on our website – www.thebusinesswomansnetwork.co.uk
Writing for the blog but not a member – how to make £25 

If someone only wants to attend ad hoc but would like to get on the BWN website on the members page, promoted in the newsletter and to write for the BWN blog they can pay a one off fee for the year of £50. (Split proceeds 50/50) More information here - http://thebusinesswomansnetwork.co.uk/write-for-the-bwn-blog/ 
Sponsorship of an event 

See this page for details of the benefits; http://thebusinesswomansnetwork.co.uk/sponsor-a-bwn-event-get-your-business-seen/ (Split proceeds 50/50)
Exhibiting at the BWN

See this page for details on the benefits of this; http://thebusinesswomansnetwork.co.uk/exhibit-at-any-bwn-event/ (Split proceeds 50/50)
General marketing tips that I use
When I reply to emails I will quite often include a copy of a flyer for the next event in their area, or comment on it. Are you attending this we could have a chat after/before.

When I meet new business women I always ask if they would like to go on our mailing list and I ensure I find them on social media. Invite them to complete the BWN Questionnaire too, accessible on the BWN home page. They are able to receive a personalised reply if they wish.
Charities are welcome to bring their banner to any event FOC.
Before an Event

Use email marketing and social networking to promote an event.
Ensure the event is on the Facebook group and LinkedIn group. 
If you have not seen someone in a while phone them or email them.

Network to promote your events and your own business.
Post details about the events on other social networking groups/pages.
Comment on other peoples posts on the women’s networking groups instead of posting your own post with links. I tend to add things like; That is a great idea I host networking events if you would like me to add this to the Business Ops slot of our event just let me know.
Ensure before the event you have change for people turning up and paying on the day.

Print off of Eventbrite who has prepaid and any other business women that have expressed an interest in attending. Use the XL spreadsheet as follows;

	Inv No
	Attendee List sent
	Invoice sent
	Method of payment
	Amount
	To Pay
	
	HERE
	Name
	Company
	Email
	Persoanlised email
	Notes


Ensure you have details of things to mention in the Business Ops Slot – including local useful events, national ones, opportunities you have heard about, special offers for BWN members that can’t make an event.

Ensure you know the date and content of the following months event to promote at the BWN.
It’s a nice touch to email your speaker with an email like Fig 5 ahead of the event with details to make their life easier. This is ideally sent out one week ahead. You are welcome to copy this version.
At the event
Before your guests arrive. Ensure you put a flyer in the centre of each table of guests for the next month’s event. 

At every event greet your guests.

Take any payments from business women that are paying on the day.
What to do if the Speaker drops out or doesn’t turn up.

On the rare occasion this happens. Firstly, apologise and don’t make reference to the speaker not attending (whatever the reason). 

Have an ask the expert event, where you can either invite members to be the experts in a panel style (4 to 5 maximum) and then the audience can ask them questions.

Or allow everyone to speak about their business for x amount of time.

Or change the room to boardroom style and go around the table sharing ideas, advise, queries, problems and solutions. 

Or phone me for a suggestion.
Pricing Structure

Membership rate £11.40 per event when paid for the year the events they wish to attend. (£125 for 11 events)
Charities member rate £9.50
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Early bird offers close 1 week before the event – another opportunity to promote on Social networking.
Timings for events
10am guests arrive – ideally you will arrive 30 minutes early to set up and ensure all is okay for your event.

10.25 ask guests to be seated (it takes a few moments for this to happen.)
10.30 welcome guests and business opportunities slot

10.35 introduce speaker

11.20 speaker finishes – this is at your discretion depending on how many members you have that have paid for the year and wish to speak and if you have a sponsor. Each promo slot is 60 seconds and encourage people to stick to this. I find mentioning “Please could we ensure that we stick to 60 seconds so that we may finish promptly at midday and allow time to freely network too.”
Sponsorship slot – is 10 minutes long.

Midday Close meetings formal part by speaking about next month’s event – wish everyone a productive and successful month and remind them you are there to support their success in any way that they can. Remind business women that have not paid you to come and pay you. And encourage sharing your day on our social media using the #BWNcouk 
12.30 guests leave.

Pack up and settle the venues costs on the day. 

After every event 
Invoicing

Invoice those that didn’t pay in advance. Click here to down load a template. Alter the red font to your own coordinator details. 

It is your responsibility to keep good accounts for BWN events and advice the HRMC accordingly. It could be useful to speak with an accountant on the best way for you. 

Feel free to add your company name under your name too. 

Some people request a receipt. Send them an invoice with PAID WITH THANKS instead of AMOUNT DUE.
Remind business women that they can pay direct to your bank account and avoid the Eventbrite fees if they wish. 

Remind business women that they can get a better than early bird rate of £11.40 if they pay in one go for the events that they wish to attend. Even if they can’t make all of them. Telling them this cuts down on their admin time, and it means you spend less time on admin and more time promoting them.
If it is a big event, then I will send out an email with pictures (ideally) showing what other business women missed. Who was there, what we learned, etc. And advising of the next great BWN event.
Every one that attended the event gets an email. If they are new to the BWN I ensure they go on our mailing list and I start to talk about the membership and its benefits. Many business women say that the membership is a “no brainer” it’s that good and I quite often use their words to promote.

If I am looking to get the numbers up I look at who has attended past events and I get in touch. How are you? How are things? Not seen you in a while is everything okay, hope it is just that you are busy, we have a great speaker lined up and I thought of you, etc. I do this either by email and/or phone.

Everyone that attended the event receives an email similar to this one;

Hi 

Thank you for coming to the BWN event this month - I hope you found it beneficial and enjoyable. It was great to see such a diverse group of business women together.

Do say “Hi” and keep in touch through the month on our social media all accessible via www.thebusinesswomansnetwork.co.uk It is a great way to let us know you will be at the next event, share your great news, etc.

There is a Linkedin BWN group that will could be useful to you. Click here to access. There is lots of networking, ideas and discussions going on. It’s a great way to connect before an event.

In January we have these great networking events coming up, with talks on;
4th Jan – Less Talk More Action – Setting Business Goals for 2012 – Are you getting it wrong?

10th Jan – How to Turn Networking Into a Powerful Lead Generator.

To book visit our website or contact me. Or if you would like to avoid the Eventbrite fees please let me know and you can pay direct to me.
Don’t forget if you bring 2 guests to an event you can attend that event for free.

If there is anything I or The BWN can do to assist you, please do not hesitate to contact us, it’s our job.

I look forward to seeing you at the BWN again soon,

Best Wishes,

Send me a XL spreadsheet listing who attended, costs etc I would ideally have the following from you. If you have new members signed up, a sponsor or exhibitors please include those details too. As below;

	
	Attendee Name
	Company Name (if you want to)


	
	
	Total Amount paid
	


Below this create a simple equation;

Total received – costs = £x

Divide £x by 2 (50/50%) And send payment to my bank account for 50% of the profit.
If you could just advise me of the above spreadsheet to enable me to promote your regulars and then please pay promptly within 1 week of your event, thank you.

Healthy competition.

For you and your members! Firstly we are going to hold a competition every 2 months. The highest earner over a 2 month period will win a one hour Skype/phone coaching session with me. This will be after costs and include sponsors, exhibitors, new members & ticket sales.
BWN Branding and additional events.

The use of Branding and Logo

Only use the BWN Logo in any format with prior consent form Mandie Holgate. You may place the BWN logo on your website with a link to the BWN website with prior permission. See Fig 2.
Consider the way you communicate when speaking for The BWN

Be aware of the We versus I when communicating on social media. Ie;

“I can’t wait to host my first @BWNcouk event at the Crowne Plaza #Herts” instead of 

“We can’t wait to host our first #Herts event, see you there!”

When communicating on social media especially on Facebook you can look like you are speaking for all of us so be aware of this. Its easy to look like you spoke as an I when you meant to be a We! If in doubt, get advice before you post at the next bi monthly Coordinators meet up.

Hosting additional BWN events 

If you wish to host additional events to the BWN once a monthly event in your county, please discuss this with me prior to organising. This is for a number of reasons. Firstly, to ensure we support you in this venture to ensure it is a success. To ensure it does not impact on the BWN branding and business model and to understand how successful this is to use in other areas to support the success of other coordinators. You are also welcome to discuss with us the possibility of hosting evening events, spa days, one off master classes and I’m happy to be one of your trainers on this. All events under the BWN brand we split the profits 50/50 and I will work hard to support and promote your additional events too.
New Coordinator Check List

1. Set up a mailing list on Mail chimp

2. Promote the mailing list on your social media, mention when networking and in follow up emails to potentially interested parties. Growing your data base is very important!
3. Edit your BWN page to include a bit about you, your location, relevant images, a link to your Sign up sheet. Use my page as an example. http://thebusinesswomansnetwork.co.uk/colchester/ 

4. Say “Hi” on the BWN social media. On Twitter say things like “So excited to let you know that @BWNcouk is coming to Ipswich #Suffolk this September” 

5. Set up on Hootsuite some posts for your own social media sharing blog links you like on the BWN website, BWNTV links, snippets from pages of the website you like, sign up to keep in touch, mentions of your venue.

6. When sourcing your venue ensure they know you will promote them on Twitter and LinkedIn mention them in your newsletter and ensure business women know of all that you do. See Fig 4. A testimonial from Five Lakes Crowne Plaza

7. Create a flyer for your event as per Fig 1.

8. Create your event on Eventbrite. You can use images from the BWN Facebook page, please ensure Jayne Lloyd Photography’s logo is showing in at least one image. And only use the BWN images for BWN work. Unless you receive prior approval from Jayne Lloyd. Or your venues corporate photographer. 
9. Create this event on the BWN website. Instructions for this start on page 25.
10. Add to the Facebook BWN event page. Feel free to tag me. Invite guests to this event. Ensure you put that you are attending. Even if I can not attend I will put that I’m interested in your event on Facebook.
11. Write a press release for the local press, I invite them along FOC.

12. Talk about your venue and speaker in your social media and tag them. So that they know the level of promotion they are getting from The BWN.

13. Ensure you are promoting your guest speaker on their social media.

14. Send out a newsletter (even if it is to only 4 people) and share with BWN social media.

15. Maybe create a very short YouTube video that you add to our YouTube account about “Hi it’s me and I’m really excited, etc.” then share on BWN social media.

16. Talk about the sponsorship of the event and having a stand. Promote those that take up these opportunities.

17. Promote the option to be a member.

18. Network. Take flyers and A 6 cards. Keep an eye on your stock levels for re order.
19. Get a photographer to come to your events for the year FOC and in exchange for photographing the BWN event and adding them to the BWN Facebook page they attend for free and you will use their images and promote them online. Not removing their logo. This works very well for me and Jayne Lloyd my corporate photographer. 

20. Keep flyers in the car “in case.”

21. If you are low on numbers, you are welcome to offer reduced ticket prices to strategic people and we will still spilt 50/50. If you are concerned about this contact me.

22. If you are still concerned contact me for a phone chat to give you some more ideas to ensure your event is a fabulous success!
Guide to updating the website

The BWN site is set up so you can easily change the text and images in the text without changing the overall design of the site.  The site uses the popular content management system (CMS) Wordpress and there are many great resources you can refer to if you want to extend your knowledge or if you need to know something urgently and you can’t get hold of me, Tim or another coordinator. 

NB The version of Wordpress we use is slightly different to the free WordPress that you may have used purely as a blogging platform. Using WP as a CMS means there are things it can do that aren’t available in the simply blogging version, so if you have WP account and wonder why you can’t do some of the things describe here on your WP account, that is why. On the other hand, if you have used WP then you will be familiar with some of the things this document describes.

Logging in to the Site

For all the processes described below, you need to be logged into the website

1. Login to the site by going to www.thebusinesswomansnetwork.co.uk/wp-admin
2. Enter user name and password.

What can I do? Will I break something?

Depending on the level of access you have been granted, you may not be able to do some of the things described here.

Firstly, don’t panic. 

Check with me and Tim to make sure it’s not the tech being stroppy or the fact that the “how to” hasn’t been a clear as it should be! Different people need things explained in different ways and I wouldn’t be very good at my job if I couldn’t explain things in a different way!

Secondly, it may just be that you are locked out of that area in which case either me or Tim will advise. 

And no, you probably won’t break anything. And if you do, I can fix it!

What pages am I allowed to access?

You are allowed to update the following pages;

Your venue page. Check out http://thebusinesswomansnetwork.co.uk/colchester/ to see the layout that includes venue image and link. General info for the event. Dates for the year (with speakers where known) and a profile of the coordinator with links to your own business website. You are welcome to copy my page to ensure brand continuation.

Adding and amending business women page - http://thebusinesswomansnetwork.co.uk/business-women/ 

Adding and amending blogs that you have posted for yourself and your members only. 

Adding a new YouTube Video to BWN TV page. Add this below the general paragraph at the top and feel free to add a short introduction above your video.

Please do not touch other coordinators pages, business women or blog articles unless requested to do so.

Changing text


Your site has two different types of “content” – pages and posts. Posts appear on pages which can make things confusing if you forget this. And Posts are used for blogs and events, just to add to the confusion!

Changing Pages

1. Click on Pages in the left hand menu. This will bring up a list of pages.

2. Click on the title of the page you want to change.

3. Make all the changes you need using the built in word processor.

4. When you have made all the changes, click on Update in the right hand menu to save your changes.

How to Blog
1. Posts > Add New

2. Fill in title where it says “Enter Title Here” and then write the blog using the word processor provided! 
3. When you have completed the blog, look at the right hand side of the screen where it says “Categories” – Select “Blog” This will ensure the blog shows in the correct list (Posts are used for a variety of things and it is important to select the correct category)

4. Add Tags if you want. Think of these as the key words or subject of your blog. You can find Tags under the Category section.

5. To publish the blog, click the publish button which is near the top of the right hand menu.

6. If you wish to add a featured image that will appear on the blog page. This is half way down on the right hand side. And click on Set featured link. Just follow the instructions. Either choose an image already loaded and add an appropriate Alt Text. Ensuring that you tick “open in new window” So your original post remains open on the readers device. 

Other publishing options
1. If you are being super-organised and writing a blog way ahead of time, you can schedule when the blog will be published. In the right hand menu, click on Edit next to Publish Immediately and select the date you want the blog published on.

2. If you get half way through a blog and want to return later to finish it then select Save Draft from the right hand menu.

Inserting Images to Pages/Blogs Etc
1. In the page/blog etc that you want to add an image to, click at the beginning of the line where you want the picture to be.
 (NB I will say now that getting the correct position of images is probably one of the trickiest things as the word processor doesn’t give a 100% accurate representation of how things are going to look but with a little practise it becomes much easier!)

2. Above the tool bar for the word processor it says Upload/Insert and next to those words are some small icons. Click on the left hand one - when you hover the mouse over it, it says Add an image.

3. The Add an Image box appears.

4.  If the image you want is on your computer, then click on browser and locate the file on your computer. When you have selected the file, click on Open. This takes you back to the Add An box. Click on Upload and wait for the file to be uploaded.

5. Some more boxes appear.

6. Title defaults to the file name – you can change this if needed. Fill in Alternate Text  - these are the words that a screen reader will read so make it as descriptive as you can. It will also help with SEO and Google

7. Caption and Description will appear below the picture – these are optional and depend on if you want either a caption and/or description!

8. Link URL – click on None

9. Alignment – this is where you choose how the text is going to wrap around the image. In blog articles I tend to put the image on the right hand side. 
10. Size – hopefully this speaks for itself. See notes below on Important Info on Images
11. Click on Insert into Post and then Update to save the changes

12. If you want to use an image that is used elsewhere on the site, then click on Media Library and locate the image.

Changing a Picture

1. Go to the page/blog/event where you want to make a change to a picture.

2. Click on the picture you want to change

3. Two icons will appear on top of the picture – one that looks a like a picture and one that is a red circle with a line through it.

4. If you want to delete the picture, click on the red icon.
NB this will only remove it from the page. It will still be in your media library so if you delete it by mistake, don’t panic. You can easily put it back by following the instructions for Inserting Images
5. To change the size, alignment, caption, alt text etc, click on the picture icon.

6. Make the required changes, click on update in the picture editing box.

7. Click on update in the right hand menu to save the changes.

Important Info on Images
1. These days cameras including phone camera take pictures in high resolution. When printing, you need a high resolution but for the web a resolution of 72dpi is perfectly adequate. This will have the added bonus of reducing the file size and saving space on the server and making the image load quicker.

2. It is easy to change the resolution of an image

a. You should have Office Picture Manager.
 Open the photo with that.

b. In the tool bar, click on Edit Pictures.  The Edit Picture panel will open on the right hand side of the screen.

c. Click on compress pictures and select the web pages option and then OK

d. This will make it 72dpi and reduce how high/wide the image is.

e. Save the file - I normally use the same file name but put the word edited on at the end in case I need to go back to the original

Adding a document to a Page/Blog etc

Suppose you have written a guide, report etc and you want people to be able to easily download a copy of it. Here’s how to add it to the website;
1. Create PDF of the guide etc

2. On the page/blog etc you want to add click in the word processing area where you want the link for the guide to be.

3. Above the tool bar for the word processor it says Upload/Insert and next to those words are four small icons. Click on the one that  I think it looks a bit like a sun and when you hover the mouse over it, it says Add Media.

4. The Add Media box comes up. Click on Browse and locate the file on your computer. When you have selected the file, click on Open. This takes you back to the Add Media box. Click on  Upload and wait for the file to be uploaded.

5. Some more boxes appear! 

6. Title defaults to the file name – you can change this if needed. Ignore caption and description

7. Click Insert into Post

8. Click on Update in the right hand menu to save your changes.

Inserting a YouTube Video
1. Go to the video on Youtube

2. Under the video, click in Share

3. Click on Embed

4. Click on Enable Privacy-enhanced mode

5. Think about the size, in particular the width. The two images below may help you decide how wide to make it.

6. If the suggested widths aren’t suitable, type in the required width in the customise box (Youtube will work out the height)

7. Copy the code

8. Go to edit the page where you want the youtube video to be

9. In the word processing section click on the HTML tab – don’t be scared of the code it shows.

10. Find where you want the video to be inserted

11. Paste the code you copied from Youtube

12. Save the page in the normal way
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How to Add an Eventbrite Event
Please read carefully

Importing an Event from Eventbrite

1. Create and publish the event in Eventbrite in the normal way.

2. You need to copy some code from Eventbrite. Don’t worry this is easy to do.

3. Click on the “Manage” tab then on “Add Registration to website” from the left hand menu.

4. Scroll down to where it says “Copy and paste this code for use in a webpage” and click on the green button that says “copy to clipboard”

5. Login to the BWN website

6. Go to Events > Add New

7. Enter a suitable Title – include the date in the title

8. In the word-processing area, click on the HTML tab (you’ll know if you’ve done it as the tool bar looks different) It should look like this picture. You may not have to do anything as I have left the system with it in the correct state.
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9. Paste the code you copied from Eventbrite. Yes I know there’s no paste button showing on the tool bar. PC users – Click in the word processing area and them either (a) right click your mouse and select paste from the menu that will appear or (b) hold down the Ctrl key and press the V key.

10. Scroll down to The Events Calendar

11. Fill in the organizer name details. This appears at the top of the page in the website and if you don’t fill it in then it grabs info from EB and when I was testing I noted it put the Event title there. There is no need to fill in the location (location wasn’t working when I tested) or the cost

12. Click the correct event category from the menu on the right hand side. 

13. Click Publish to finish this stage

14. Now we need to ensure the event shows on the correct location page.

15. In the left hand menu select Menu  - it’s in the Appearance Section

16. Select the correct event location menu (you don’t want to be adding a Chelmsford Event to the Suffolk page!) They are in alphabetical order and find Suffolk you’ll have to use the scroll arrows.

17. Scroll down until you see Events in the left hand side.

18. Select the event(s) you want to add and click “Add to Menu”

19. If the events are in the wrong order, you can grab them and re-arrange them

20. Save when you are happy

21. Check the event is showing where you think it should be showing!

How to Add a Logo to the Scrolling Banner at the bottom of the page
1. First prepare the image. See Important Info on Images for some useful information. The image must be 150px or less in height so it fits into the space.
2. In the left hand menu, go to Promotions, Add New Promotion

3. Fill in the title in the same way you would if creating a new page or post. I recommend putting in the name of company – makes sense!

4. In the right hand column in Categories, click on Organisations

5. Below there is a box called Feature Image. Click on Set Featured Image

6. Upload/select the image in the normal way

7. Fill in Alternate text and check the title is what you want to be

8. In Link URL, click on None

9. Size – Full size

10. Click on Use as Featured Image

11. Save Changes and click in the X at the top right to close the image box if it doesn’t close by itself

12. If you want people to be able to click on the image and go to the company’s site then scroll down to Promotion Slider Options

13. Change Linking Behaviour – Select the behaviour –Pick Open Link in a New Page from the drop-down

14. In Destination URL, put in the web page address

15. Go back to the top of the page and click on Publish
Amazon

To add an Amazon Product to either the Books We Love page or to a Blog, Event Info page etc, you first need to go to Amazon and get the Amazon Product ASIN (ISBN-10) number
Adding a book to the “Books We Love” Page

1. In the left hand menu go to Pages 

2.  Click on Edit underneath “Books Loved By The BWN”

3. On this page, there is a brief into to the Books and then a list of book codes

4. To add the new book  go the top or bottom or even in the middle of the list and type [AMAZONPRODUCT= ISBN] and replace ISBN with the correct number for the book you want to add.

5. When you have finished, click on Update in the right hand column

To add a single item to a Blog, Event info page etc

1. You can do this either while creating the Blog etc or return to it later and edit it to add the Amazon item

2. Underneath the word processing area is a box called “Amazon Product in a Post Settings”

3. Click the box for “Product is Active”

4. Choose where you want the product to show – I would recommend choosing “Below Post Content” but do feel free to experiment with the other options as some may be better depending on what you are doing!

5. Put in the Amazon Product ASIN in the box

6. Publish/Update in the normal way

Help! I’m trying to edit and it looks funny and where’s the word processor tool bar?
Normally when you go to create/edit a page/blog/event etc, the word processor will have a pretty much standard tool bar.

However, sometimes when I’m working on the site it is quicker for me to work directly with the code. If I forget to switch that page back to the friendlier version, you will see the code and a different sort of tool bar.

Fear not, it easy to fix. At the top right of the wordprocessor tool bar are two tabs, one labelled Visual and the HTML. If the Visual one is greyed out and the HTML is black then yep, I’ve been on that page working with the code. All you need to do is click on the Visual tab and everything will look like how you expect it to look.

Appendix
Fig1. 
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17th July, 10am. Five Lakes Crowne Plaza, Colchester.
Your Journey, Developing Your Career
With International Author & Speaker Lynette Allen
Networking & Exhibitors & Summer Celebration

Would you like to sponsor this event? Booked Your Stand Yet? - >
Exhibit and show case your business? '
It’s our Summer Celebration AND Lynette Allen international author, Speaker

career path.

Ask for what you want, Say yes then work out how. Being visible.
Invent opportunities. Marry Well.

Delivered with humour and style, Lynette offers her audience the opportunity
to take away strategies to improve their impact in the business that very day.

Bring 2 Guests & attend this event for free!
Exhibitors stands £25 (includes 1 ticket) Offer business clinics, retail, pampering, etc
£75 sponsorship includes stand, 10 minute promo slot, online marketing & more!

www.thebusinesswomansnetwork.co.uk
07989 935556 —Twitter @BWNcouk




Fig 2.
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Fig 3. 

Hi Business Womans Name,
It is great news that you have decided to become a member without paying a membership fee. As our Founder Mandie Holgate likes to say “We want to help you make a fortune, not to charge you one.” As advised you have paid for the following events for 2015;

List the events dates.
This means that we would like to add you to this page of our website to be promoting you;

http://thebusinesswomansnetwork.co.uk/business-women/ so please supply an image of you, links to your social media and website (with URL) company name and tel number.
When you are added to the website we will also send out a minimum of 5 tweets about you that will also go on our Facebook page. 

We will also give you a mention in the next newsletter we send out to your area’s mailing list.

Please take a moment to check out this page http://thebusinesswomansnetwork.co.uk/howtobeamemberwithoutspendingyourmoney/ this tells you a bit more about how you can get maximum benefit from this. And don’t forget to tweet us @BWNcouk and say “Hi” on our BWN Facebook page (All accessible via our website www.thebusinesswomansnetwork.co.uk) 
It is also a good idea to visit the website to ensure you have visited the bottom of the home page and signed up to our newsletter to keep up to date on events, opportunities and recent blog articles that could be useful to you.

Also remember you get a discount on sponsoring any event, learn more here - http://thebusinesswomansnetwork.co.uk/sponsor-a-bwn-event-get-your-business-seen/ 

And a discount on a stand at any event of 10%

You are also welcome to write for the BWN blog any time. Just send us your business women related story and we will add it to the site. If you have links or images you would like included please add in jpg format please.

It is truly great to have you on board and if we can assist with anything please do not hesitate to contact us.

Best wishes and Happy businesses,

X
Fig 4. 
Five Lakes Crowne Plaza Testimonial.

To whom it may concern,  

Mandie Holgate the founder of the business woman’s network has been holding events with us at the Crowne Plaza Resort Colchester Five Lakes for the past 6 years. 

Mandie is both reliable and a pleasure to work with, she is very active on social media and never forgets to use our twitter handle when speaking about her events which helps to raise our own brand awareness to her many clients that attend her events. 

The marketing department also have informed me that she often leaves positive reviews/feedback on facebook and twitter which again promotes our brand to her followers and our own. 

Kind regards 

Yasmin Lawson 

C&E co-ordinator  

Fig 5.
Email you could send to your speaker.

Thank you for agreeing to speak at The BWN. We like to support our speakers as much as our venues and our business women. So if you have engagements, courses or books that you would like us to mention in the future, please do not hesitate to share them with us on social media and via email.

You will be speaking for 40 minutes at approximately 10.40am. 

The structure of the event is in detail here - http://thebusinesswomansnetwork.co.uk/general-event-info/ 

It costs us extra to book AV equipment so hopefully that is not necessary unless you are able to bring your own. (They do give us use of their screen foc.) and there is a flip chart. You are welcome to bring a banner, and we will ensure you have a stand too. 

If there is anything in particular you would like, just let us know. And if you have any blog articles that you would like us to add to our blog, just send them over with any relevant links and images and I can promote them too.

The event information including the location is here - 

I hope this information covers everything, however do feel free to give me a call for more information. And thank you again for agreeing to speak at the BWN. 

� On a PC. The Mac equivalent is Iphoto and here is a link that tells you how to use it to resize photos. � HYPERLINK "http://www.interrupt19.com/2009/01/12/iphoto-easily-reduce-large-sized-digital-photos/" �http://www.interrupt19.com/2009/01/12/iphoto-easily-reduce-large-sized-digital-photos/�








