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Add Event

Event Titte

Give your event a catchy title
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The calendar will allow you
to add images and text to your event listing.

Categories
e Note that you have checked the correct category
(see later in this document about *categories’)

Date and Time
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My Calendar Pro

Buy My Calendar Pro — a more pawerful calendar for
Our sie.

Do you sell tackoets to your events? Use My Tickets
and sell directly from My Calendar,
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Adding an event
to the calendar Part 1




B ny Calendar
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Repetition Pattem

If you have a recurring event (such as Sunday service)
RosaoJumes (1 ][ oesnotrecr v vou can set the number of recurrences and interval (weekly etc.)
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Event Detadls
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Event Access
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Event Location . i .

o =) When you are happy with your event edit Adding an event
o click Publish to publish. to the calendar Part 2

Check the Calendar page and refresh _
if necessary to confirm the event is there. » L]




Adding An Event Category




Marace Caregenioy

D Collsproe mens

CategoryHome | Jees| i -————— Easy to remember category label and colour.
Note that the colour you select will be
the background colour of the date in the calendar
your event will appear on!

Add Category
Category Editor
Category lon i_No_o; V_J
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Category List

Manage Categories
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Category Settings

Category Colers
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Save Scttingt

Ky Calendar Pro

Buy My Calendar Pro — & more powerfil calendar for
Pour .

D o sl tickets to your gvents? Use My Tickets
ard sall dirgcthy from My Calandar.
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Adding An Event Location
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Add New Location
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Add Mew Location

Location Editor

) bt tocwion ——————— Set if this is the default location

Give the location an easy to remember label

Location Addiress
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Fill out
this section

Initial Zom i "'

GPS Coordinates (optional)

1f yous suppdy GPS coordinates for your focation, they will be wsed in place of amy other address information to prowide
your map link

Ao 8 Google Mpgs AR Key 1o generate s location map.
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Lo<ation Contact Information
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Liation Accessibity

[ nccessivie Entrance (] Ascessinie Pariing Designated [ Ascessivie Resroems [ Acoessible Seating
() Aceessibie Transportation dvaitable () Wheelchair ducessible [ Courtesy Wheelchairs
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Click to add location

Lecation Controls

Lirnit Input Options
* Label

+ane

+ state

+ Country
+ Pestoode
+ Eagion

| Save Location Controls

Buy My Calendar Pro — 2 maore powerful calendar for
your site.

D0 you sl tickets 1o your events? Lse My Tickets
and sell directly from My Calendar.
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