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Calendar

The calendar module of Empoweren is the platform where users can publish company events,
industry related events, or community happenings to keep audiences up to date on events that are
important to them. This function allows users to create, edit, and organize events in a calendar
view that is easy to read and navigate through. From adding images to linking to other pages,
users have all the options the WYSIWYG editor has to offer in the calendar module.

Create an Event

The main page of the Calendar section has a small month view calendar on the left and below the
calendar is a link that says “Add an Event.” After you click on the link, a new event field will open
on the right, where all of the details for the event can be added as shown below.
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Add an event

The title is the name of the event that will appear on the calendar or in

the event list, depending on the view selected. You also have the Repeats: {Does not repeat | ¥ |
option to set the date and time for the beginning and end of the event A L
or create an all day event. If the event is repeating, there are several T Weekly - =
options in the drop down menu to select from (shown right). ——— Monthly ——
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Details, descriptions, photos, links, and more can be added to the event

within the WYSIWYG editor. Once the event is complete, click Save at the bottom. If you already
have a calendar in place on the site, the event will automatically be added. If you don’t have a
calendar on the site yet, read the Inserting section below to learn how to do so.

Users can also add a meta description and meta keywords to each individual event. Although these
will not be as important to add as your content pages, it certainly does not hurt to add this
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information. We would recommend adding meta data to significant events that are scheduled well
in advance. However, for smaller events that might not even be indexed by the search engines
before the event takes place, adding meta information might not be necessary.

Edit and Delete Events

Once an event is saved, days where events are scheduled will be highlighted in orange indicating
that you have entered information. All events in the month will show as a list. You can either click
on the day highlighted in orange on the calendar then again on the event that will show below or
click on the event in the list on the right of the page to edit or delete an event. If you have the
calendar inserted on a page these updates will be live and instant once the user clicks “Save Event”
or “Delete Event.”
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Click on the event title to the left or above to get to your

March 26, 2010 editing screen. Here you can either edit the event with the

WYSIWYG editor or delete the event.

Add an event

® Kansas City - Decorated Apparel Expo
Day 1 ‘

Categories (Enhanced)

Empoweren will automatically have one category for a calendar, but multiple categories can be
created in the Enhanced Calendar. With the Enhanced Calendar you can add and delete categories
by clicking on the Categories tab while inside the Calendar section. Once in the Categories section,
click on All Categories and use the menu icon to manage your categories. Users will have the
option of which categories they would like displayed on the front end when inserting the calendar
manger onto a page.
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Add new category

Category Name:
|Cnmmunity Events

| Save | Cancel

Inserting

The calendar will not be visible on the website until it is inserted into a page. To do so, go to the
Content section and select or create the page that you would like to have the calendar events
displayed. Once the correct page is open, select within the editor box and then select the Calendar
icon from the bottom right section of the editor buttons. If you do not know which icon is the
calendar, you can hover your cursor over the icon and a description will display.

Click this icon to

insert the
Content Calendar
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Insert Options
Once the icon has been selected, a window will open for you to select the calendar view you would

like to use. Select the view you desire and if you have the Enhanced Calendar, also select the
category. Read the next section titled, Views for more information about the Calendar viewing
options. You can enter a title for the calendar, but it isn’t necessary. Once you have made your
selections/changes, click Save and then click Publish on the page.
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Select Calendar View ®
Title:

— Insert a title here. Although not
Trade Shows and Training ‘ necessary if your Page Header is the

Select calendar category(s) to insert: same.

Select AlL]

Community Events This option will anly appear if you
Trade Shows and Events have the Enhanced Calendar

Training Sessions # MEHEQEF_ Either select all EETEQDFiES

to show or haold down your ctrl key to
select certain ones.

Select a calendar view:

This drop down box gives three view
options: Month, Week, and List. Read
the View section for more information.

R55 Feed:
[ Create RSS Feed ‘ Select this box to create an RSS feed

so that people can choose to receive
posted calendar updates.

Save Cancel

Views

The calendar module can be implemented into pages in three different views: Month, Week, and
List view. The Month view is a full calendar and will take up the entire page showing in month
view. The Week view is much smaller and only takes up a portion of the page, displaying one
week. The list view calendar will list the events by date and event title. Each calendar view will
display the current month or week reflecting the day viewed. There are also arrows before and
after the month heading for people to look at past and future events. Here is an example of the
display: < March 2010 >

Month View

The month view will take up the entire page and display a full month of events. A viewer can click
on any event and a box will open up giving full event details as shown below. Users can upload
images and links in this box for people to follow. A printable option is also available only in the
Month view.

Like the example below, the month view is most helpful for things like class schedules or for
events that repeat daily or weekly. The Month view can stand alone when it provides lots of
information. If you don’t have several events per month, your calendar might look bare with the
Month view.
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Home = Classes = Cyeling Class Schedule

Cycling Class Schedule

< March 2010 >
Sun Maon Tue Wed Thu Fri
1 2 3 Fl g
| 8:30p Cycle w/ Instructor wi Kristing 5:1
Mary v Kristin

Ewent Details

Cycle w/ Instructor Mary

Location: Cycling Room

‘Wed, March 3, 8§:30pm - 7:30pm
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Week View

The Week view option only shows the current week’s scheduled events. Like the Month view, each
event will open to show more detailed information about the event. Because the Week view takes
up much less space than the month view, it is a great addition to a page, however we would not
recommend using the Week view as a stand along feature.
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List View

The List view will list out all events in a given month. When an event is clicked on in the List view,
the calendar will drop down revealing further details. If you have content below the calendar, the
content will move down as the calendar moves. The benefit with the List view is that people can
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see several event details at once, whereas with the Month and Week view, only one event box with
details can be open at a time.

= March 2010 =
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