Additional Directions for your Webmaster and/or the Individual Managing Calendar Event Entries:

There are a few new changes to adding events into your calendar. For those of you that have added events up to
August 7™, these changes have been made for you.

1. Your school events will not be filtered into other calendars so they will only be viewable on your site
calendar. When adding school events, please select “Don’t Include” in your privacy setting. (Example
below) Professional Development and Parent Involvement events privacy settings will need to stay as
“none” so they can be filtered in other calendars.

2. Since the Professional Development and Parent Involvement events are being filtered into other
calendars please include the school name in the event title so that others can determine which school
created the events. (Example below)

Edit Calendar Event - ¥

General Description Recurrence Resources Attachments

Calendar [ Main Calendar =]

Title [Picture Day

Approved F  Event Type |School Events =| Privacy |MNone -]
|

Mane

Contact Name [Susmmer Administrative Accoun

Included {Show a3 Busy)
Contact Info |t;re~'\-ell@washouschuuls it Hiddan
Show as Busy

Addl. Info URL |
Starting Date  §/9/2011 = Start Time 5:00 PM -
End Date 8/9/2011 *  End Time 7:00 PM -

Save I Retum Homa |

By selecting “Don’t Include” it keeps the events from being viewed in other calendars.

Edit Calendar Event - @

General Descripticn Recurrenice Resources Aftachments
Calendar [ Main Calendar |

Title [Parent English Classes- Corbett ES

Apprl.w'ed F Event Type [F'arenl In'.u:-h\emeh\ ﬂ Privacy [r-lune j
Contact Mame  [Cusiomer Administrainve Account \

Contact Info  [bprewstt@washoeschaals net \

Addl. Infe URL |

Starting Date  6/9/2011 -~ Start Time 5:00 PM '

End Date 8/%/2011 *  End Time 7:00 PM -

Sa'ml Ratum al

/

Adding the school name will help others that are viewing different calendars to identify which school created
the event.




