Administrator Help Manual

Calendar Events

To Add an Event to Your Calendar:

1. Select “Calendar” on the Links Menu. The Calendar page should appear.
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2. Select the month and year in which you wish to add the event.

maonth: | May w (vear:| 2008 » | category:| All

Saturday
3

Bowling

10

17

Bowling

24

Softball
Tournament

H
Bowling

3. Click on the calendar number of the day that the event will occur (e.g. 14). The Calendar—New
screen should appear. Select a category for the event. Selecting a category allows events to be
filtered when viewing the calendar. To add or modify a category, see the Calendar Options

section of the Help Manual.

4. Decide if you want other groups to view this event, and mark “Yes” or “No” accordingly. To
choose which groups may view your calendar, see the Calendar Options section of the Help

Manual.

Calendar - New

Cateqory: | gth Grade Basketball »

Other Groups: Do you want thiz event to be viewed by other groups that you have given permizzion to view your

calendar?

D‘r’es '@' Mo
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5. Fill in the appropriate information for the event. NOTE: You have the option of color-coding
your events. To learn how to make a color legend for your calendar, refer to the Calendar

Options section of the Help Manual.

Event Tle: |4pekstra's Produce Market-Field Trip

Eackg;u;;: @'Nnne 'D 'D' On
(N O (RO O O

Date: May 14, 2008

Date
Description:

Priority: Events in the same date are sorted first by priority, then by Begin Time

\Wednesday, May 14, 2008

Begin Time: |I}B v|:|45 leI‘.‘I vl

End Time: |01 [ [ 30 |»/| PN |»]|

Event “ou are currently using Editor # 3.
Dezcription: Click here to use Editor # 1.
Click here to uze Editor # 2.

ESnurceHﬁg |§@;§ﬂ |M?'EE B <
B 7 U | x FISIS|EEIEIEEEEQ P
E E = 2 Siyle ~ | Font | Aral 1 TE- -

-

Tour the greenhouse and learn about a variety of plantz. One FREE plant will be given to each
famihy® Meet in the Public Library parking lot at 8:15am to carpoaol.

6. Fill in the location of the event. Selecting a location will provide families with complete driving
directions to this event. You may choose from existing locations, or click on “New Location” to
enter a different location. You may also include extra text details about the location.

Location: |Hnelcstra'3 Produce Market |[ New Location ]

Extra LDBE“”'T Parking iz awailable on the north side of the
greenhouse.
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7. If you selected “New Location,” the New Location screen will appear. Enter the appropriate

information and click “Submit” to save the location or “Reset” to clear the fields for you to start
over.

/= New Location - Windows Internet Explorer

S=E3

£ | https: ffwww, homeschool-life, comy'sy sfilesmember) admineventsflocation_popup. cfm?rme %

New Location

Type in vour new location below and click the Submit button.

Location: |Hoekstra's Produce Market

Address: |y1457 Spruce Rd.

City: |I'.'Iarkesan

State/Country. For United States and Canada:

WI-US | »

For Other Countries:

State: |

Cou ntr'_.r:|

Zo: [caser]

[ Submit H Reset ]

IDu:une E3 a Internet Ho100% v

8. You have the option of uploading a file and attaching it to the event (e.g. course outline,
basketball schedule, additional information, etc.) Click “Browse” to choose your file.

Upload File: | Browse. ..

(our file must be a .jpg, .gif, .pdf, .doc, or .him file)
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9. Choose the file you wish to attach and click “Open.”

Choose file

Loak in: | |3 Homewark,

[

?)X)

o G

= 5in in the Covenant Community
LES' Soli Deo Gloria

My Recent Suntise in the marsh
D ocuments

cl

Dezktop

=| The Revalution Begins Mow Outline
MD—-"/t =| The Revalution Begins Mow Ot
ocuments | & He page
¥ THE REMOLUTICON BEGIMNG ROW Hitl
_— The Wawve
'EI}B Thigwes of Sympathy
My Computer Tikle: brornrn

To Float or Mot o Float

Yaou Snooze, You,. U, Win

by M ebwork Filz name:

|Y|:|u Snhooze, You... Lm, Win
Places

Filez af type: |.-’-'-.II File= [*.7]

il

[~
Hl

Cancel

10. The file name will appear in the Upload File field and will be attached when the event is

submitted.

Upload File: |E:".Hurnewurk1.‘fuu Snooze, You...Um, Win.doc

Browse...

™M"our file must be a jpg, .gif, .pdf, .doc, or .htm file)
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11. Set the recurrence of the event. If this event only happens once, select “None.” You have the
option of setting the recurrence to Daily, Weekly, Monthly, or Yearly. For example, a bowling
outing occurs every first and third Saturday of each month.

12. Enter a recurrence ending date of a date that does not exceed six years into the future.

Recurrence:
() None
() Daily
Ocecurs every day until the Recurrence Ending Date below
) Weekly
Oceurs every | 1 % [ weekiz) on:
[Jsun [JMon []Tue Wed [ |Thu []Fri []Sat
(%) Monthly
{(¥) Occurs on the [v]1st [ |2nd 3rd []4th day(s) below in the month:
[Jsun [Mon [|Tue [ |Wed [ |Thu [ |Fri Sat
OR
{:}{}{:{:urs onday | 14 » |of every month
() Yearly
(") Occurs every | May w14 |
OR

{JOccursonthe[ |1st [ |2nd [ ]3rd [ ]4th [ ]5th
[Jsun [JMon [JTue [JWed [ |Thu [ |Fri []Sat

of | May W

Recurrence Ending DEtEZI'IU.fUSJ'EMZ ()
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13. You have the option of making the event public or private by checking the appropriate box. You
may also have a sign up for the event (an “S” will appear next to the event on the calendar, and
families can sign up those that will attend). You also have the option of including this event in
the weekly email.

Private: Check here to make this event private.

Public:  [™] check here to make this event public.

SN Up:  [] This event is a sign up

Include In

3 ez, if thiz event has been updated OR if it fallz into the Group Adminiztrator's "# of days in the future”
Weekly Email:

guidelineg, dizplay the event.

[ Submit New Event ]

14. Click “Submit New Event.” A box will appear if the event was successfully added. Click “OK.”

Windows Internet Explorer E|
' E The event has been added
L

I
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To Update an Event on Your Calendar:
1. Select “Calendar” on the Links Menu. The Calendar page should appear.

Calendar

Click on a day below to create a new event for that day. Click on the "3” links after the event title to go into the administration
of the Event Sign Up.

manth: | May « |year:| 2008  |category:| All b

Edit Locations Edit Categoriee Calendar Legend
Weekly Email Grant Access to Other Groups  Grant Access For Sub-Adming  Public Calendar Link

<< previous May 2003
Sunday Monday Tue=zday Wedne=sday Thurzday Friday Saturday
1 = 3
Bowling
4 3 6 i 8 g 10
Advanced

Phyzice Clagz S

11 12 13 14 15 16 17
Violin Recital at Hoekstra’z Produce End of the Bowling
Murzing Home Market-Field Trip S “ear Picnic!
18 18 20 21 22 23 24

Board Member Softball

Election=z Tournament
25 26 21 28 iz 30 31

Grande Cheeze Bowling

Factory-Field Trip

=» Printable Calendar with all detailz
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2. Click on the calendar event you wish to update. The Calendar—Update screen will appear,
completed with the details of the event.

Calendar - Update

Category: | Group Get Togethers V|

Other
Groups:

Event Title:

Background
Color:

Event Date:

Date
De=cription:

Priority:
Begin Time:
End Time:

Event
Description:

Do yvou want this event to be viewed by other groups that vou have given permigsion to view your
calendar?

@Y&s OND

|End of the Year Picnic!

l@r-h:me D 'D On
(R O (R O O

SM62008 (midiyyyy)

|Friday, May 16, 2008

Ewvents in the same date are sorted first by priority, then by Begin Time

[11 %30 || AM v |

| 8 & &

“ou are currently using Editor # 3.
Click here to use Editor # 1.
Click here to use Editor # 2.

: & Source | [, £ | & ¥ : |8
| | Q8
i O — &9 Stle v | Fart i T -

-

Join us for our annual End of the Year Picnic in West End Park on Friday, May 16, 2008! Jumping
castle, inflatable velcro wall, cotton candy machine, and MORE! Please bring food and table service
for yvour own famity. Cake will be provided!

3. Make the necessary changes.
4. Click “Update Event” to save your changes.

[ Update Event H Delete Event ]

5. A box will appear, notifying you that the event was successfully updated. Click “OK.”

Windows Internet Explorer, E'

L) "j The event has been updated
L
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To Delete an Event:
1. Select “Calendar” on the Links Menu. The Calendar page should appear.
2. Click on the event you wish to delete. The Calendar—Update screen will appear.
3. Scroll Down to the bottom of the page and select “Delete Event”

[ Update Event H Delete Event ]

4. A box will appear, prompting you to verify the deletion. Click “OK” to delete the event or
“Cancel” to cancel the deletion.

Windows Internet Explorer

\"‘{/ Are vyou sure vou wank ko delete this event?

[ ok | [ Cancel

To Modify a Specific Recurring Event:
1. Select “Calendar” on the Links Menu. The Calendar page should appear.
2. Click on the recurring event that you wish to modify. The Calendar—Update screen will appear.
3. Make the necessary changes.
4. Scroll down to the middle of the screen to the “Current Recurrence” section. Check the boxes of
the specific event dates that you wish for your changes to be reflected in (e.g. You may wish to
change the location, the event details, etc. for only one bowling Saturday).

Current This event iz part of a recurring event schedule. All related events are listed below. Check the boxes
Recurrence: below of the event dates that you want your changes below to be reflected in:

Check Al Un-Check Al

Change Date Title

Current Event S/3i2008 Bowliing

D MTI2008 Bowling
3152008 Bowling
|:| 6/1452008 Bowling
6/28/2008 Bowling

5. Scroll to the bottom of the screen and click “Update Event.”

[ Update Event H Delete Event
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6. A box will appear, informing you that the event was successfully updated. Click “OK.”
Windows Internet Explorer E|

' E The event has been updated
L

To Print a Listing of Events and Details on Your Calendar:
1. Select “Calendar” on the Links Menu. The Calendar page should appear.

Calendar

Click on a day below to create a new event for that day. Click on the "3” links after the event title to go into the administration
of the Event Sign Up.

month: | May w |year:| 2008 + |category:| All b

Edit Locatione Edit Cateqoriee  Calendar Legend
Weekly Email Grant Access to Other Groups Grant Access For Sub-Adming Public Calendar Link

<< previous May 2008
Sunday Monday Tue=sday Wedne=zday Thursday Friday Saturday
1 2 3
Bowling
4 3 ] I i} 3 10
Advanced
Phy=icz Clazs S
alil 12 13 14 15 18 I¥
“iolin Recital at Hoekstra’s Produce End of the Bowling
Nurzing Home Market-Field Trip S “ear Picnic!
18 18 20 21 22 23 24
Board Member Softball
Elections Tournament
25 26 27 28 28 20 il
Grande Cheesze Bowling

Factory-Field Trip

== Printable Calendar with all detailz

2. Select the month, year, and category that you wish to display. The calendar will change
accordingly.
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3. Click on >>Printable Calendar with all details, displayed beneath the calendar. A box containing
the print view of the calendar details will appear.

/= The Yellow Dart Homeschool Group - Windows Internet Explorer |Z||E|[z|

£ | https: vy, homeschool-ife, comny'sysfiles fmermbet { admin/events/print_events. cfm?memberid=37 18cateqoryid=allzE %

File Edit ‘iew Favaorites Tools  Help

W -8 @[ Gk @ @ 3

The Yellow Dart Homeschool Group

Begin Date: [5/1/2008 End Date: [5/18/2008 (midfyyyy)

Date Time Event Location
May 3, 2008 0730 PM - 10:30 PM  Bowling Tower Lanes I
Bring $1.00 for food. Shoes are FREE!
May &, 2008 09:45 AM - 11:15 AN Advanced Phyzics Clazs WVanWlest
Home

Advanced Physice class for students in the high =chool levels.

May 11, 2008 02:30 PKM “iolin Recital at Nurzing Home Prarie View
MNurzing Home

“iolin 2tudentz =hare their giftz with the rezidentz at Prarie
“Wiew Nurzing Home.

Wednezday, 08:45 AM - 01:30 PM Hoekstra's Produce Market-Field Trip Hoekstra's
May 14, 2008 Produce
Market

Tour the greenhouse and learn about a variety of plants. One
FREE plant will be given to each famihy® Mest in the Public Library
Parking lot at &:15am to carpool.

Friday, May 18, 11.30 AM End of the ear Picnic! We=t End
2008 Park

Join us for our annual End of the Year Picnic in West End Park
on Friday, May 16, 2008! Jumping castle, inflatable velcro wall,
cotton candy machine, and MORE! Pleaze bring food and table
=ervice for your own famity. Cake wil be provided!

May 17, 2008 07:30 PM - 10:30 PM  Bowling Tower Lanes

Bring $1.00 for food. Shoes are FREE!

IDDne Eg 0 Internet F100% v

4. Select the Begin Date and the End Date of the events you wish to view. Click “Submit.”
5. Print the document by choosing “Print” from the File menu.
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