
Making changes or adding to Calendar of Events 

Log on left hand side 

 

If you are not registered  click on No account yet? Register 

Then login 

Once you have logged in select Add new Event under View Full Calendar 

See Next Page for visual guide 

1 Enter a Title for the event 
2 Enter Details of the event 

You can also add photos logos links (Covered in the advanced guide) 
3 Select Category (There is only one at this stage General) 
4 Select the date and start time 

You can put a end time by adding the hours  or make it all day or standard would be to 
Select No end date 

5 Contact details or person if needed 
6 Email address of that contact person  
7 If there is a web page with details of this event you can copy the addrss from your internet 

Browser and paste it in here as a link 
8 If you want to add a photo here is where you can add it or just leave it and see advance 

guide 
9 TƘŀǘΩǎ is about it now just save by clicking on Add Event 

To Change details of a event see below 



 

 



To Change details of a event 

Make sure you are logged in 

Click on the event in the calendar 

When open and you are logged in you will see  these symbols 

 

Make the changes  and when complete Click on Update Event 

 

 

 

 


