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1) Go to Website Administration page and click on “Add or edit a CALENDAR event”

"3':
Home | About Us~ | Quick Links ~ | Teacher Pages | Extracurricular~ imedia = | Website Administration

WebsiteAdmin

[ add this Click Here How-to & Hints Help
Add or edit SCHOOL
NEWS Hint: You can also post news directly using Microsoft Word or Email:

zzz-school-News@nbed.net
4

(include the term "from email" in subject line)
Add or edit a
CALENDAR Even Hint: Double Click on the calendar date and "Add" g
AVOID: Do not use "All day event" - select a start and end time. \@
R

2) Place your cursor on the date and just HOVER there for a second until you see the “+ Add” icon
appear. Click on “+ Add” and a new screen will open for you to add the necessary information:

©

Sample School Nam
' Address Here
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3) Add Title and select Start + End Times then hit SAVE. Do NOT use “All Day Event” or “Workspace”
options.

Edit
HB B0
1 53 Copy _
Save  Cancel Paste Attach  Spelling
File -

Commit Clipboard Actions  Spelling

Sample School Name
> Address Here

Title |Sd100| Dance tonight - be sure to bring §5 |

HIMT: Avoid using "All Day Event"” - select actual start & end times
Location | |
Start Time = |6/1/2015 |# |2 am ~Joo v

HINT: Avoid using "All Qfay Event” - select actuallstart & end times
End Time * |6/1/2015 [ [20 aM v]o0 v]

HIMNT: Avoid using "All [Day Event” - select actugl start & end times
Description

Hint: Visitors will only see this information if they dick on title, it's often best to add the info directly into the ti
Category )

Specify your own value:

AR t . wmctivity that doesp't s T edfic hour.
Recurrence [[JMake this a repeating event.

4) You will see the event appear on the monthly calendar as well as on home page under “Upcoming
Events”



