Seniors Events Calendar

How to insert events - Guide



Log in into your area of the calendar with your username
and password

In order to start inserting events, click on ADD NEW tab

Then proceed filling the slots with the relevant information
about your event
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Fill the slots with information relevant to your event

Always SAVE your information

Click on the calendar icon to insert the dates (as below)

Use the Editor’s icons as in MS Word
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To insert picture, click on this icon and upload

pictures form your computer.
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Inserting Google Map — Copy the embed link as marked below
and paste into ADDRESS MAP in your event form.

The map links directly with Google and will help people find
the event venue.
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PUBLISHED - allows you to decide WHEN you wish
your event is to become visible. You MUST choose
YES or NO for your event to be saved corectly.

SAVE - saves your information in your own, hidden,
password protected space on the calendar website

RESET - clears your form

BACK to the LIST - directs you back to your personal
and separate area with all your events entries,
published and not published.
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