
Calendar Editor

Calendar Editor Selector

The calendar editor allows you to enter, update and delete time sensitive content. This includes Courses

and Meetings.

Select the desired date. If events are already scheduled for that date, they will be displayed in the list.

Select the desired event and press Edit or press New to create a new event.



Calendar Editor Edit Form



 Date: Select the date from the drop down by pressing or type in the correct date

 Category: Select the type of event

 Title: Enter the title to be displayed to your users

 Time: Enter the time of the event

 Location: Optional – Enter the events location

 Description: This is where the information is entered. You can create lists, tables, change colors
and fonts, link to other content and images

 Required Role(s) - This is optional. By default all users can view content. When a required role
selected, only authenticated users assigned that role can view the content

 Tags – This is optional. Tags allow you to "mark" or identify content different ways. Tags are
created by you.

 RSVP – Check if you want visitors to register or pay for this event
 Email – Select the automatic email you wish to have sent
 Prices: (Optional)

o Description – Enter if this is a paid event. You might enter “Member Rate”
o Price – Enter the price for this rate
o Add – Press Add to add this price to the list of prices for this event
o Displayed As – Shows you what your visitor will see.
o Remove – Press remove to remove a previously added price from the list
o NOTE: Each Event has its own list of prices

 Save: Press to save the event
 Cancel: Press to cancel the changes to the event
 Delete: Press to delete the displayed event


