Module 6

Managing Calendar Events

Module Preview: Managing Calendar Events

The Event Calendar helps promote meetings, training events, and other events that occur
once or on a recurring basis. You can even add a detail page that links to your agenda,

event flyer, or other essential information.

Module Objectives

Upon completion of this module,
You will master the skills necessary to:

A. Schedule an event

B. Add event details

C. Schedule recurring events
D. Delete events

Tips

When working in Site Manager, don’t get
confused by the Event Calendar and the
CALENDAR.

Event Calendar, located under LEFT
NAVIGATION, is used to add a statement to
the calendar page such as, “To schedule an
event, contact Ann.”

CALENDAR, located in a separate category, is
the tool used to schedule events.
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Managing Calendar Events Module 6

Exercise A: Schedule an Event

Step by Step Additional Information
1. From Site Manager, click CALENDAR  Calendar Search page opens

2. Click Add Content to schedule Calendar Detail page opens
calendar events

3. In Calendar Detail page, add the
information displayed in Figure 6.1

4. At the bottom of the screen, Message displays, “Event was inserted”
click Add Event along with an OK button

5. Click OK to return to Calendar page ~ Check the public view of your Web site to
see your changes

Event |inter Training Event

Mame: |
Location: EW:,{ndham Hotel _

Start Dray: ;_February V._';.EEI V 200k v
End Day: February VEIII v || 2006 V

staeTime: | 1030 v AM v

End Time: EEIEI b PM V;

Event type: é_GeneraI ¥

Cost: $3|:|

Detail Page :m |

[If thiz aption iz zelected - there will be Mo Link on the calendar far this event.

Figure 6.1 Schedule an Event
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Module 6

Exercise B: Add Event Details

Managing Calendar Events

Step by Step

1.

From Site Manager, click CALENDAR

Click Winter Training Event to open
and modify the event

In Detail Page list box, click Yes to
add details to the event

In the text boxes below Detail Page
list box, add event details as
illustrated in Figure 6.2

Click Update Event to save the
changes

Additional Information
Calendar Search page opens

Winter Training Event opens

Details will display as a link on the Event
Calendar page

Message displays, “Event was updated”
along with an OK button. The event

displays as a link in the public view
calendar.

6. Click OK to return to Calendar page ~ Check the public wiew of your Web site to

see your changes

Detail Page |YEg %

[If this option is selacted - there will be Mo Link on the calendar far thiz event. Fialds below thiz will be ignored if this is
selectadl:

Phone: :404-52?-.739;4 .:EHt: l
Fan: [404527-7443 '

E-mail: ..carli'sa@gafc_p.or_g

Wahzita: .
Event | V
Image: | =
o] iptian: : = = s e
escriprion : =l Source 0 [&] B E BEmEm S Y o &7
iB J Usx x SIS | EEIEEEEE 57}
EO=0aSY B Ve BFEBEaE @
J: se O
Registration for the 2006 Family Connection Winter Training Event will be open through Feb|1 0.
For more information see the Winter Training Event flyer, or contact Carlisa Beal at 404-527-73494,

Figure 6.2 Add Event Details
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Managing Calendar Events

Module 6

Exercise C: Schedule Recurring Events

Step by Step
1. From Site Manager, click CALENDAR

2. Click Add Content to schedule
calendar events

3. In Calendar Detail page, add the
following information as displayed in
Figure 6.3

4. Click Add Event to schedule the
event on the Event Calendar

5. Click OK to return to Calendar page

Additional Information
Calendar Search page opens

Calendar Detail page opens

Clicking Monthly (Day of Event) gives the
option of scheduling on the same day for
consecutive months. Clicking Monthly
(Date Based) gives the option of scheduling
on the same date for consecutive months.

Message displays, “Event was inserted”
along with an OK button. Recurring events
are added to the Event Calendar.

Figure 6.4 appears on Calendar page
Figure 6.5 appears in the Public View

Euvent
Mame:

MD nt-.ﬁ.lyl Staﬁ Meet-ing
Location: :Atlanta Office
Start Day: _;September v 5. V 2006 v
End Cay: .Se_ptember (|5 ||| 2006 v
Start Time: | 10:00 Y| AM
EndTime: | 1200 v|[PM v
Event type: | Mesting v

Cost:

Cetail Page | No %

(If thiz option is selected - there will be Mo Link on the calendar for this event, Fialds below

selected):

Recurrence [note: End Date 1

3]

Mone
Waekly -

O

Monthly
[Drate -
Based)

[Event will occur on the same date each month,)

O - i
Manthly The first i TUESdaS"' v of the month for 3|

(Day of (Eyvent will occur on the same day of week each month,)
Week)

| manthis),

Figure 6.3 Schedule Recurring Events - Day of Week
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Module 6 Managing Calendar Events

Schedule Recurring Events, Continued

Event _________________________[StartDate __|EndDate | Delete

tanthly Staff Meeting 11772006 1172006 ¥
Manthly Staff Meeting 10/3/2006 10/3/2006 4l
Monthly Staff bMeeting /572006 8/5/2006 F

Figure 6.4 Site Manager » Calendar Page
After Adding Recurring Events (Day of Week)

August September 2006 October September October 2006 November
[ September v (2006~ [ Search | |October || 2008 v [ Search |
Sun on Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fn Sat
1 2 1 2 3 4 5 & 7
Monthly Staff
Meeting
10:00 AM
3 4 5 6 7 8 9
Monthly Staff 8 9 10 11 12 13 14
Meeting
10:00 AM
October November 2006 December
| Movember V‘IED-DE_;I [ Search ]
Sun Idon Tue Wed Thu Fri Sat
1 2 3 4
5 6 7 3 9 10 11

Monthly Staff
Meeting
10:00 AM

Figure 6.5 Public View » Event Calendar
After Adding Recurring Events (Day of Week)

Notes: When entering recurring weekly meetings, the system ignores the end date.

This means you cannot schedule a two-day, recurring weekly meeting (Mar 1-2, Mar 8-9,
Mar 15-16).

When entering recurring monthly meetings, the system does not ignore the end date.

This means you can schedule a two-day, recurring monthly meeting. (Mar 1-2, Apr 1-2,
May 1-2).

Use the recurring (day of week) option to schedule on the same day each month.
Use the recurring (date based) option to schedule on the same date each month.
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Managing Calendar Events

Module 6

Exercise D: Delete Events

Step by Step
1. From Site Manager, click CALENDAR

2. Inthe Delete check boxes, check the
events listed in Figure 6.4

3. Click Delete Selected Events

4. Click OK to return to Calendar page

Additional Information
Calendar Search page opens

CAUTION: Events cannot be recovered
once they are deleted.

Message displays, “Selected events were
deleted” along with an OK button. The
selected events are removed from the Event
Calendar.

Selected events are now removed from
Calendar page

FC Day Breakfast 22172006 20212006
YWinter Training Event 2/20/2006 2120,2006
Staff Meeting 172472008 172472008
Staff Meeting 11772008 11772008
Staff Meeting 1102006 111072006
Staff Meeting /352006 1342006
Figure 6.6 Delete Events
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