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Editing/Entering Calendar events

1. Log in to EUCCC.org using your ADMIN ID and password
2. Get to the Calendar page by clicking on the Month name of the calendar displayed on

the right side of the screen.
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The weekly general meeting entry
This is a recurring event and is automatically repeated in the calendar every Tuesday of

every month. There generally will be no need to change this entry.

http://www.euccc.org rev. 5/10




Entering and Editing Calendar Events 2 0f 10

Navigating the Calendar
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This is the calendar navigation bar, with choices on how to view entries, a search feature to find
a specific event and a “jump to month” selection. The single and double arrows at the left and
right sides will move to the previous month (left single arrow) or year (left double arrow) or to
the following month (right single arrow) or year (right double arrow.)
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Jump to month asks you to select the month and year of the calendar you want to view.

The EU Workshops entries:

Set up a new date for a previously entered workshop
1. Find the most recent entry for that same workshop on the current calendar
2. Click on the entry to open it
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3. Click on the edit icon (page with pencil) and select “Copy and edit event” from the drop

down list.
Events Calendar 50
W — L PN PP

See by vear See by month See by week Search  Jump to month
Resume Writing & Document Preparation &
Thursday. September 10 2009, 9:00am - 12:00pm Hits - 9 Edit
Location : Room C, EU-Concord
Contact : (25 - (925) 602-0166 3

Back
Add an event -
Show unpublished events? :_T_JD__A:V_"’
Only show my events? :_ND g
Select Category | Al cstegories [w |
: Edit

& Unpublish event

¥ :

= Edit event

™ :

A Copy and edit event

ﬂ: Delete all repeats

4. This brings you to the JEvents Editor with the entry for the workshop completed
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This is the full calendar edit screen

A'A A

search...

Home | AboutlUs | Benefits | Getting Started @ FAQ Useful Links | Contact Us | Employers / Recruiters | Login/Logout
Members Home | Admin

% JEvents Edit Event %E j?a

You are editing a copy of an Ical event Tells you that you're
editing a copy
Common
Subject: Resume Writing & Document Preparation

Categories |Workshops M Access Level .
Event Colour Choose Colour

Activity [show/hide]
& 1 B F U Fontfamly = Fontsize *|| Styles - E E E = Format .
@At A E- EEXa@a-vv
@R s [Eyle T L R & — x x[Ea e

=T el | o Tl = |

Path: A
Location Room C, EU-Concord
Contact (925) 602-0166
Extra Info
Start, End, Duration
All day Event or Unspecified time I 12 Hour ¥ default - don't change
Start date
2009-08-10 E  start Time | 09:00 & am | pm
End date
2009-08-10 E  EndTime  12:00 Clam % pm | Mo specific end time
Repeat type
& No Repeat | Daily | Weekly | © Monthly | Yearly
HOME ABOUTUS BENEFITS GETTING STARTED FAQ USEFUL LINKS CONTACTUS EMPLOYERS/
RECRUITERS LOGIN/LOGOUT ~MEMBERS HOME  ADMIN = OGS
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Path:

Location Room C, EU-Concord

(925) 602-0166

Wnspecified time [ 12 Hour ¥

Start date

2009-09-10 = Start Time | 09:00  lam | £ |pm
change start
End date and end times
2009-09-10 E  End Time | 12:00 " lam © pm W | No speciic endtime
Repeat type

* INo Repeat |© Daily |[€ Weekly | T Monthly |€ Yearly

5. Scroll down through the screen and change the “Location” entry IF NEEDED.

6. Change the Start Date (enter manually in yyyy-mm-dd format, or click on the calendar
icon -- NOTE: changing Start Date, will automatically reset End Date at the same time!

September, 2009 BN | Calendar pop up

wk Mon Tue Wed Thu IJ%

25 1. 2. 3 4
36 7 2 g m 11 I
- - il Start date
37 14 15 16 17 18 1 5 =
2009-10-14 % start Time | 09:00 @ lam | pm
33 21 22 23 24 25
39 23 29 30 End date
Click to move to the next month. Click and hold 2009-10-14 Z  EndTime 12:00  lam |® |pm [ | No specific end time

for a list of the menths.

Start/Stop date changed
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7. Change the Start Time (in h:mm format) IF NEEDED (note button selections for am/pm)
8. Change the End Time (in h:mm format), IF NEEDED

XL
Start date
2008-10-14 & stat Time | 09:00 & lam | |pm
End date
2009-10-14 = End Time | 12:00 T lam % pm [T | No specific end time

9. Repeat Type defaults to No Repeat, no need to change

Repeat type
& o Repeat | T Daily | T Weekly | T Monthly | Yearly

Login/Logout

10. Scroll back up to the top of the page and click Save

11. Pop up asks if you're certain that you want to do SAVE  CAMNCEL
this, click OK.

k X

-Message from webpage

b

\.‘.‘:) This will save a copy of this event and create a new set of repeats. It will not copy exceptions. Do you wish to continue?

K H Cancel ]

12. Editor brings you back to the ORIGINAL Date Entry, with a blue bar at the top noting

that
Event Saved

Events Calendar

See by year See by month See by week  Search  Jump to month

Events for the

Thursday, September 10 2009 k

OERCOAM IUQ:Uﬂam -12:00pm Resume Writing & Document Preparation :: Workshops
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13. To check your work, go back to the HOME page and look at the calendar, click on the

day of your new entry.

nday

October 2009

20

30

[ SEE0VYYGar SE5 0y MONIn 385 0y WEEK S&arcm  Ji

Click to cpen svent

Resume Writing & Document

Preparation

Wednesday, October 14 2009
09:00am - 12:00pm

Single event

P 09:00am Resume

)

a
09:00am 09:00am Job
Experience Unli ... Search Work ...
11:00am Jerry

W15

22

Your existing event has been copied to the new date.
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Add a new entry (entry for a speaker, for example):
1. At the bottom of any calendar screen there is an “Add an event” link. <screen cap>
Click it.

Show udolblished events? | Mo | ™
ﬁddanvntx No |

Only s _
Select Category | All cstegories | w |

2. Enter a subject (ie: speaker's name and talk title)
3. Access Level: select Public (default)
4. Select a Category Choices are: Gen. Mtg., Holidays, Job Fairs, Speakers, Special Events,
Workshops.
Commaon
Subject
Categories | Flease select a category @
: ‘Please select a cateqory
Event Colour Default
i Gen. Mtg.
Activity Holidays
Job Fairs ily
Speakers '
Special Events
|Workshops
=T e T |
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5. In “Activity” you can enter more detail on the talk subject or the speaker’'s web site URL.
a. To enter a URL, just type it in: http://www.websitename.com
b. The editor will automatically turn anything beginning with www or http:// into an
active link
c. If you want to just enter a title and have it become an active link:

i

ii.
iii.
iv.
V.

type in the text

select the text

click the “hyperlink” icon <screen cap>

enter the full URL for the link (http://whatever) in the “URL” box
click “Insert”

fﬂ !T B9y REER AE.C —A— _&_ g? i

his text will be a hyperlink.

Insert/Edit link

Enter the actual URL in the — Link
URL box, click Insert

Completed Hyperlink

—_—
| Link || Advanced |

URL |http:_-“_-"wwv.r.l'Ir,'perIinI-c.:om| | |f__j Ed

— Link Browser
& Contacts

[ Content

:é Menu
@ | weblinks

B EBE

— Attributes
Anchors | --- LV]

Targst |--Not Set-- o]

Tite | |

o] ]

This text will be a hyperlink|
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6. If there’s Location or Contact information, enter that in the boxes provided

7. Extra Info as needed in the box provided

8. Enter Start date in yyyy-mm-dd format (End date will be automatically filled in)

9. Enter Start time in hh:mm format (am/pm is handled by clicking a radio button)
10. Enter End time in hh:mm format (am/pm is handled by clicking a radio button)

11. Leave Repeat Time set at No Repeat

12. Scroll back to the top of the screen and click Save.

13. You are back at the original screen (NOT the entry you just made)

14. To check your entry, go to the date you set it up for.

g 10 o

IUE:UUEE new event

Saturday, October 10 2005
08:00am - 053:00pm

Single event

Click to cpen event

NOTE: the color coding of calendar events is related to the Category chosen.
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