
How to Enter Details of Your Ride 
The Ride Coordinator will set up three months’ of rides and assign dates to each ride leader.  
They will send you an email once they have added any new dates and you can look to see 
which dates have been assigned to you on the Rota page (https://wirralcycling.org/rota/). 
 
If you can’t (or don’t want to ) lead on any of the dates to which you have been assigned, let 
the Ride Coordinator know so that they can change the rota. 
 
When you are ready to enter details of your ride, log-in to the website with your username 
and password by pressing the Green Log-in button at the top and centre of the Home page.   
 

 
 
Then enter your Username and Password (as shown below).  The details shown below are 
John's.  Your username is your first name and surname (with one space between and your 
default password (unless you change it) will be your mobile phone number (with no spaces). 
 

 
 

 
When you press the Log in you will see the 'Rota' page and a thick black bar appears across 
the top of the page; the black bar is to remind you that you are logged into the website.  
 
And you can use the black bar to switch between Wordpress (the software behind the 
website) and viewing the website itself, by clicking on the tab marked “Wirral Cycling Group”. 
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How to Enter Details of Your Ride 
Now you are logged in, the Rota page will show any rides for which you are the ride leader, 
plus any dates on which you have booked onto a ride.  The example below is for John 
Hampson's log-in for June 2025.  
 
To add the details to one of your rides click on the <Edit> link, just to the left of the date of 
your ride. 
 

 
 
 
After you press the <Edit> link you will be in Wordpress itself and have access to the ride 
booking software (called Events Made Easy).   
 
Both sets of software (Wordpress & Events Made Easy) look, and can be, awkward to use; 
they are designed by and for software developers.  And Events Made Easy has an awful lot 
of functionality that we don't need, but which we can't hide.  So just stick to the script and 
don't change other settings; or strange things may happen !  

Page 2 



How to Enter Details of Your Ride 
1.  When you have decided where your ride will go … 

… enter the grade of the ride, the start and the destination into the title of your ride.   
 
Our convention 
is to start with 
the grade in 
brackets, then 
the start and 
lunch locations 
plus a “via” to 
give people a 
good idea of 
the route; e.g. 
"(C) Hooton to 
Nets Cafe via 
Chester" 
 
 
 
 

Then check the start time for the ride: the default is 10:00 am but you can change it. 
 
Next move to the Location tab and select the start location from the available list 
 
The website has a list of 
the places where we 
regularly start our rides 
built in.  When you start 
typing the location name, 
the system should find it 
automatically. 
 
For example, typing 'por' 
finds the Boat Museum in 
Ellesmere Port, and the 
railway stations at 
Bromborough (which is on 
Allport Road), Ellesmere 
Port and Port Sunlight. 
 
Click on the location in the list that you want and the details of that location, including a 
map, will be added to your ride. If your planned start location isn't on the system, 
contact the Ride Coordinator to get it added. 

Press the blue Update button at the bottom of the page to save what you have 
entered. 
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How to Enter Details of Your Ride 
2.  When you know the details of your ride … 

… such as the route, distance, cafe, etc. then (preferably at least two months before 
the ride date), enter all the details of your ride in the box headed "Event Description".  
There is already text in that box reminding you of the things that you should include in 
your description.     Don't forget to delete that ‘reminder’ text before you publish. 
 

 
 
When you are happy with the description, move the ride from the rota to the planned 
rides section to allow people to book on to it.  Just remove the little blue tick, by the 
box on the lower right marked Rota Only.  NB: the most common mistake people make 
is to leave the "Rota Only" flag set on.  That flag prevents the details of the ride from 
being displayed to anyone else until you are happy with them.  So remove the tick 
from the Rota Only box when you are ready to publish the ride. 
 
Press the blue Update button at the bottom of the page to save what you have 
entered. 
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How to Enter Details of Your Ride 
3.  If you want to limit the number of riders on your ride … 

… go to the RSVP tab and then open the first line “Generic RSVP info”. 
 

 
 
The default numbers are set to 20 places, with 4 of those places on the waiting list. 
That is a maximum of 16 riders (20 - 4), plus 4 on the waiting list. 
 
So if you want to limit the number of riders on your ride, change the number of Seats.  
For example, if you want a maximum of 12, set the number of Seats to 16 (16 - 4 = 12)  
or if you want a limit of 10 riders, set the number of seats to 14 (14 - 4 -10), and so on. 
 
Press the blue Update button at the bottom of the page to save what you have 
entered.  
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