
Adding items to derbymusicscene.co.uk is easy!

1. Goto http://www.derbymusicscene.co.uk 
2. login and go to your control panel as shown below. Click add item which is next to 

derbymusicscene.co.uk. 



3. You will now be presented the add item page (shown below) which allows you to edit the 
following:

Title – this is the headline text of your item
Body – this is the main text of your item
Disable comments -yes/no – whether you wish other members or non members to leave 
comments about your item.
Category – choose a category that suits your item

There are several more options  (not shown below) such as:
Add Now – if you wish to add the item now.
Add Later – add item at a date in the past or a date in the future.

        Add to Drafts – you can save your item for later editing, the item won't be posted yet.
Extended text -  you can add further text that will be only available to view in your item by 
clicking the “>> read more” link.



4. The add item menu bar is shown below. These icons from left to right are:

bold text (capital bold B icon)
italic text (italic I icon)
add link to website (globe & link icon)
left justify (left justified lines icon)
right justify (right justified lines icon)
centre justify (centre justified lines icon)
left box layout (lines with yellow rectangle to left icon)
right box layout (lines with yellow rectangle to right icon)
add image (image rectangle icon) 

5. To add an image click the image icon

6. You will now be shown the image list page. If you have any images added previously, they 
will be available to you as in the list below. To add a new one click upload new file



7. You will now be shown the choose file page. Click Browse and go and find your file off 
your computer. Once you've found your file and clicked open, your file path will be shown 
in the file box. Click Upload to add your image to your image list.

8. Your new file will be shown at the top of your image list. Hover over filenames to see their 
details, click (view) to view a file. And click the file name to add it to your item.



9. Once you've clicked a file to add to your item. You will be prompted to provide some text 
for the file. This text will be shown when the user hovers over the image, and will also be 
used in searches, so don't leave this blank. Fill in the Text to display and click OK.



10. Your added image file will now be shown in the body of your item. Details include the 
filename (which includes the date it was added, width, height, and your added text.

IMPORTANT: If your width is bigger than 450, then you will need to adjust your width
and height values in the body of the text. Try multiplying both the width and height by a 
number less than 1, such as 0.5 until your width is less than 450. If your image is too wide it 
won't look right on the website. Any images that are incorrect for the site will be removed or 
adjusted by derbymusicscene.



11. Fill in the title and any other text or images you wish to add, choose whether you want 
comments disabled  or not, choose a category to add to and click Add item

12. That's it your new item will be posted to the website and will look like this:


