Making changes or adding to Calendar of Events

Log on left hand side

View Full Calendar
Add MNew Event
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MName
E-mail

Receive HTML?

Subscribe

WMEMBER LOGIN

Uzernams

Password

D Remember me

Login

Lost Password?
Mo account vet? Register

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
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Enter a Title for the event

Enter Details of the event

You can also add photos logos links (Covered in the advanced guide)

Select Category (There is only one at this stage General)

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

Contact details or person if needed

Email address of that contact person

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

If you want to add a photo here is where you can add it or just leave it and see advance
guide

TKI (@is about it now just save by clicking on Add Event

To Change details of a event see below



Members Only

Links
Contact Us
Search
Bookings
Photo Gallery

Find a Business

USER MENU
Submit WebLink
Logout

Select area to Publizh

Member Profiles

LATEST EVENTS

Chinesze New Year Meeting
“ebruary 2, 2007 (7:00 pm}
‘meneral) TBA

Lawn Bowls Challenge
“ebruary 27, 2007 (5:30 pm)
[General) LAWN BOWLS
CHALLENGE Kawana VWaters
Jowls Club 478 Nicklin Way
MNurtualla Tuszday 27th
“ebruary 2007 Registrations
from 5.30pm Start .00pm More
Jetailz Soon

solf Day

Warch & 2007 (Al Day)
‘eneral) Kawana Chamber of
Zommerce & Industry Inc.
started Golf Days at the
Zaloundra Gelf Club in 1983. t's
3 fabulouz fun day that helps
fundraizer towardzs the running
co=tz of the Chamber. We realky
jppreciate all your help
‘hroughout the vear, thiz is ...

View Full Calendar
&dd Hew Event
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Receive HTML?
Change
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i, admin
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add Event  mMonthly view Flat view wWeekly view Daily view cCategories Search
- Add Event
Event Title | Enter a Title for the event|
Entar Datails for tha Event
Event
Descripticn
B I U E = = @
Category | Select a category  w | Select General
Start Time:
11 »||December »|[2006 »| At:|08 v
00 »|[AM w
Select the date and start time of the event
Event Date Duraticn:
O [1 |pays [0 |Hours [0 |Minutes
O mpay

elect No end Date (3) ; ong date (Show start date only)

If you want a contact person add the name here

Contact Info

Email | Enter email address for th*s aveant
ile of this event
LRL paste it in here or leave blank

Repeat Event +

This event does not repeat

Other Details

Picture File I i ) ;]Emwse...

E.umtesljnﬁt-v de:-cr.errsmrrs:ﬁlFPNﬁJPﬁJPEﬁL
If you wish to put a Phote in add it here or leave blank

Administrative Options

=1~ Whan Complaete Click on ADD EVENT and it is done



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



