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Using the calendar in your website can really assist with your school 
communication.  Not only can your parents view and save calendar entries on 
their computers, phones and tablets, but you can also send out reminder 
alerts to your parents for upcoming calendar events using the app Updat-ed 
which is built into your system.  Your website can also scoop up and display 
upcoming dates on your homepage for easy access for your parents – Using 
the Calendar Widget and the Quick View Widget. 

 
1. EVENTS – Create New 

 

Dates are 
displayed in 
your CMS from 
newest to 
oldest. 

2. Name your event and add a description if needed. 

 

3. Choose a start date for your event, the system will automatically put the 
same end date (however you can override this if need be). 
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4. Choose a start time and end time for your event, or choose ALL DAY 
option. 

 

5. Scroll to the bottom and click on SUBMIT.   

 

6. You will land back on the Manage Events page, and your new calendar 
entry will be displayed.   
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7. Visit your site to view your new calendar entry. The one entry can be 
viewed on your large calendar, your calendar widget and the quickview!  

 

9. You will see the date of the event is marked with a circle on your small 
calendar – this event has also been scooped up by Quick View to display in 
more detail on your homepage.  You can click on the calendar circle, the 
calendar event name or the Quick View description to view further 
information.   
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10. Parents can save this event to the calendar on their device of choice by 
clicking on the link at the bottom of the event.   

 

11. You can put as much information into your calendar entry as you like.  Treat 
it like a page on your website, you can load images, pdf’s (such as 
permission slips), hyperlinks to other pages or websites.  It is endless.   

 

EVENTS OCCURING OVER MORE THAN ONE DAY 
1.  Repeat previous steps, but your end date will now be different to your start 
date.  Click on the button to the right of the end date to override it. 
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2.  SUBMIT your page and visit your site to see your event. 
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Click on the Event Name for more detailed information and 
hyperlinks. 


