Events Administration

The Events module is a dynamic database application designed for the end-user to easily add and manage
Events in a Calendar driven list format. Extremely easy to use and maintain.

Events Editor: General

Event Name: This is the title of the event that will be listed under the month’s events.

Copy: Allows you to post the same event on different dates without having to start over. Just click on "Copy”
and choose a different date for the event.

Date: Actually a date range. It will indicate a start and end date. A one-day event will list the single date as
both the start and end date.
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Major Event: The administration allows you the option of selecting an Event to be displayed as a “Major
Event”. All Major Events are shown in the display list when a visitor first logs on to the Events page
regardless of when they are scheduled. They are listed in chronological order. By contrast, non-major events
are only listed in the month they occur.

Note that Major Events are indicated with a check mark where non-major events are indicated with an “X”.
By default, all events are considered “non-major”. This can be selected at the time the event is created, or
changed by editing at any point.

Edit: You can open an existing event and edit any aspect of it. This is particularly useful when using the
“Copy” feature to make adjustments to a similar... but not exact event.

Delete: Permanently removes the event. You will be warned before you can inadvertently delete an event.

Add New Event: Opens a form that allows you to add an event that currently does not exist. This is
essentially the same form that you can use to edit an existing Event.



Events Editor: Specific

Each event can be individually edited for dates, content and contact information. The Add New Event form is
the same as the Edit Event form. Note that the content box accepts HTML code to enhance the appearance

of the Event posting.

Major Events:

Cdendar Drop-Down tool

.

| Text Box accepts HTML

If an Event is designated as
“Major” it will be displayed
by default when avisitor first
logs onto the Events Page.

All Major Eventswill be
displayed regardless of what
month they fall on.

By selecting a particular month, ALL
events will be displayed regardless of
it being aMajor Event or not.

The example to theright is displaying
all events for the month of December.

Clicking on the calendar icon for
the start and end dates opens a
drop-down box to choose the
appropriate date. Note: you must
select the complete date each
time you want to edit.

The text box accepts basic
HTML commands. You can use
the text editing capabilities found
in the Content Management
portion of the SIS to create your
message. Then “tic” the HTML
box and copy the code. Then
come back to the Details box
and paste the code.



Front End:

Visitors to the Events Page of the website will
be presented with two options:

1. Major Events: (regardless of Month)

2. Monthly View: (all events will be
displayed)

Event Detail:

After selecting the event of their choice, the visitor will
be presented with a dedicated page with all the
pertinent information.

Usethe WY SIWY G text editing
capabilities of the standard SIS pages

to format your text. Then copy the
HTML code and paste it into the Hint
“Details” box of your Event! %

As you can see the Events Module is a quick, easy and inexpensive solution for any company that is hosting paid
events, or requiring employees to attend training. This is a very specialized module that is specifically designed for
ease of use!



