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How to manage your Calendar in the Work Area

In this document:

How do | access my Calendar in the Work Area?

How do | add an event to my Calendar?

How do | update an event in my Calendar?

How do | move an event in my Calendar to another date?
How do | delete an event from my Calendar?

How do I create recurring events?

Sk wdE

How do I access my Calendar in the Work Area?
1. Login to Tron from the bottom of your site.
2. Click on the Work Area
in the bottom of any page |

of your Site. » Workarea

Preview

Make a Page

Update Slideshow

-4

3. Navigate to /schools/your m

school/your school ) B
. =] rollinges
calendar in the folder setings
structure on the left side of aboutus
the screen in the Work backtoschool
classroom
Area' clubs
counselor
Example: :2;9
/schools/collegegardenses/Col cvents
lege Gardens Calendar homepage
mediacenter
- news
4. Click on the text to open -
the calendar. The calendar news-spanish
will open on the right side gtfzgfams
of the screen. resources

‘ ! Rolling Terrace ES Caler

showcase
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How do | add an event to my Calendar?

1. Mouse over New on the right
side of the screen in the Work

Area.
2. Click on Add Calendar
Event.

3. The Edit Event window will

open in the browser.

e Type in the Event Title
(required) and Location
(optional).

e Add a Description (optional).

Select Start and End Times or
All day (required).

4. Click the Taxonomy tab.

Taxonomy

alendar "Rolling Terrace ES Calendar

NEW VIEW ACTION (7]

today ~ May, 2015

27

28

PARCC 3rd PARCC 4th
PARCC 5th
3 4 5 6

PARCC 3rd PARCC 4th PARCC 3rd |

Edit Event
Recurrence Taxonomy Metadata @,‘

Title:
Location:

Description

PR + I

Start time  [5/29/2015 [ 08:00 AW
End time [5/29/2015 [ 09:00 AW
1Al Day

Qg

Cancel
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5. Click on the = plus sign to
expand the School Calendar
Events Taxonomy.

6. Click on the event type that
describes the event.

Using the Taxonomy event types
allows you to filter the view of
your calendar. For example, you

Edit Event
Event  Recurence Metadata &

= B1/5chool Calendar Events
» Clart
= [athletics Events
= el schedule
» TField Trips
» CMusic
= {school Events
= [pTsA Events
» [Ispecial Events
» [staff Events
= i ITesting/Exams
» iTheatre
. 'DCommumty Events
= [lafter School Activities

C=la

can view only Music events or
Athletics events or all events.
Selecting an event type “tags” the
event.

Save
7. Click on Save to save the Calendar event.

8. The event will now appear on your calendar. The changes will appear on your school web site
wherever calendar information for that date is displayed — under Upcoming events on the
homepage and on the calendar page.

How do | update an event in my Calendar?

1. Scroll down to the calendar
display on the right side of the R
screen in the Work Area. v

2. Double-click on the title of § domiosamore |
the event.

3. Edit the details about the event.

4. Click on Save.

ption
| BRI -t y(PIO-ESREESTANCAARD
@-s=tt 3 rvEaEnEEC]

Test Event

5. The changes will now appear
on your calendar. The changes
will appear on your school web
site wherever calendar
information for that date is
displayed

How do | move an event in my Calendar to another date?
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1. Scroll down to the calendar
display on the right side of the
screen in the Work Area. i S

TestEvent X
Test Event
ime: All day

2. Double-click on the title of

the event.
2. Next to the Date, click on oo |
the Select Date icon = . IR reaescs | rucsio 1 o I

Title: Test Event

Lecation:

Bescopbon
|6 B BB D e PrtSvn g P B EEFFEFFIESARAD
|B-=x2 L v Emnann=ad

PR ]

Select Calendar to insert this event into:
System Calendar: Baker MS Calendar (ID: 23031)

Start time 5f13/2015 |5
Sl all Day

0 2015 May 0

5. The Select Date pop-up
window appears.

Click on the date you want (if Su Mo Tu We Th Fr Sa

it's in the same month), or use 1 2
the arrows to _select month and P 6.7 8.0
year. Then click on the date

you want to select it. B - — 1]

7 18 19 20, 21 22, 23
24 25 26 27 28 29 230D
31

6. The pop-up window closes, and the date changes in the Edit Appointment window.

8. The changes will now appear on your calendar. The changes will appear on your school web
site wherever calendar information for that date is displayed.

7. Click the Save icon.
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How do | delete an event from my Calendar?

1. Scroll down to the calendar
display on the right side of the
screen in the Work Area.

2. Mouse over the event you
want to delete.

3. Click on the red X '#! to
delete the event

4. A warning box pops up.
Click OK if you want to
delete.

5. The event will be deleted
from your calendar. The
changes will appear on your
school web site wherever
calendar information for that
date is displayed

14 15
Test Event (% -
Test Event
Tirne: All day
21 download more

Confirm delete

Are you sure you want to delete this
appointment?

] [ Cancel

[ ok

How do | create recurring events?
1. At this time, the recurring events feature causes display problems under the "Upcoming
Events" section of the site homepage. For recurring events, please enter each event
individually, following Step 2 - How do | add an event to my Calendar.
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