
Inserting your Events into the Calendar

Important

1. ¸ƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƘƛǎ ƎǳƛŘŜ ǘƻ ƛƴǎŜǊǘ ȅƻǳǊ ŜǾŜƴǘǎΦ {ƛƳǇƭȅ 

follow the prompts and type your information.

2. The instructions here are only a reference. 

3. We do show how to make your information more 

pretty and how to insert pictures. You will thus learn 

basic generic skills of online editing. 



Basic two Principles:

1. YouŘƻƴΩǘ ƘŀǾŜ ǘƻ Ŧƛƭƭ ƛƴ ŀƭƭ ŎŀǘŜƎƻǊƛŜǎ of the editor. But you 

do need to fill in those with an asterisk (* ). 

2. You can always go back to your event, re-edit it or even 

delete it. So nothing is irreversible. 



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

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

3. Then proceed filling the slots with the relevant information 
about your event



Important

When scrolling down, note you may have THREE 
scrolling bars on the right. Each is for a different 
part of the screen. Just be mindful of it.



1. Type only information relevant to your event

2. Always SAVEyour information

3. Click on the calendar icon to insert the dates  or use arrows



1. Typeinformation about your event directly into the editor.

2. Use the editor icons as in any Word Processor like MS Word

3. You can edit your text on your PCand then insert it into the Calendar 
editor, as we did. See below



9ŘƛǘƻǊΩǎ ƛŎƻƴǎ ςTouch each icon with the 
mouse and read their functions 

Bold, Italics, Underlined 

Insert a Table
Use it only if you are good at it

Insertpicture

Inserta link



Inserting pictures

Step 1 - Click on the Insert Pictureicon



Inserting picturesStep 2 - Click on UPLOAD



Inserting pictures

Step 3 ςBrowse your 
computer for your pictures. 

Search your computer folders 
for the desired picture.



Inserting pictures

Step 4 ςClick on the picture of your choice and click on OPEN



Inserting pictures

Step 4 ςClickon 

SEND IT TO THE 
SERVER  & then OK



Inserting pictures

Step 5 ςClickon  OK



Inserting pictures

Step 6ςAdjust the size.

When you type a WIDTH 
number, HIGHT Will self-
adjust

When done, CLICK OK.



Inserting pictures

Step 7 ςSee how 
we did it. Ignore 
the Latin text. It is 
to give you sense of 
proportions

CLICK OKand 
¢I!¢Ω{ ![[Φ



Inserting Google Map ςCopy 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.



Adding new type of organisation or event 

Click on the word ADD NEW, type the information as below and click on SAVE 



PUBLISHEDςallows you to decide WHEN you wish your event is to become 
visible. You MUST choose YES or NO for your event to be saved correctly.

SAVEςsaves your information in your own, hidden, password protected space 
on the calendar website

RESETςclears your form

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



ENJOY.  


