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Start by going to the Yuba
College Homepage.

Scroll down to Events.

Scroll down further and click on
More Events.
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Login to the Calendar

Pease enteryour Login I a0c Passwerd

) - [YubaCollege
B -y haColl7150

order to 20dmodyiaperone everts or peeform s
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Calendar Administration Main Menu - Marketing

Events Pending Approval
Select Departiment/Category: Select v

Enter Keywords/Event Name:

[T Rogisteation

Workflow  Facilitios Categorization

av| 10 v | Display Al

partment/

Lo End Ac ot
Cateaory N Date/Tune Date/Tune U*=° = HiohBighe
There are currently no pending svents, You vill be notified when events are pending
| Approw Deny Selected Delete Selected Approve All Deny All Delete All ST
Your Upc Status
Select Do Select - oispl
Enter Key [l scarch |
Department/ = v — v B
T Event Name Start Date/Tine Status ey
Yuba Collags (0) - Select ¥ |
Yuba Colleas (2) Saved Sele. -
Yuba Collage (D) ved Sele. -
Yuba Colleas (0) Saved Select v
Yuba College (D) ved Select v
Yuba Colleas (D) Saved Sale: -
Yuba Collegs (D) Savec Sele: -
Yuba Colleae (D) Saved Select v |
Lake County Campus (Q) e Select v |
Yubs Collags (O) - colect v |

On the next page, click on Login.

Use the Login ID: YubaCollege
and Password: YubaColl7150 to
enter.

NOTE: All postings to the web
calendar use this same login.
Therefore, gaining access to this
login will allow edit to other
events posted as well. Also,
Webcalendar will automatically
log off after about 10 minutes of
inactivity. Therefore, make sure
an event is submitted
successfully in one setting.
Otherwise, event in progress will
not automatically submit and
will be lost.

After logging in, click on Add at
the top right corner of the page
to add an event.
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Add Event - General Details
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*Department:

| Select v
Publish on Selected Calendar(s):
Public ¥ Highlioht This Event
*Category(s)/Subcategory(s):
Salect -

*Event Description:
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" Design <> HTML Q@ Preview
Event Date: [1/9/2017 [FW start Time: »
rMan
Informa tion
It 2017 Pawers \ctive Data . & master calends jement plattorm from Active Data

Enter in Event Name.
NOTE: All fields with the (*)
must be filled.

Catogorization

o, 2, <2 - |

active data
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Add Event - General Details

*Event Name:

I *Department: I

Select

*Category(s)/Subcategory(s):
| Select

*Ewvent Description:

e wmor WAL Department, select Yuba

[ MAIN MENU &€ PUBLIC CALENDAR

G AT @B £ U=

=E 88 0-|

x* X: abe = “F:mt Name

/" Design | <> HTML @ Preview

Event Date: [1/10/2017 E Start Time: | puration:

Main Scheduling &
Information Facilities

O ¥ |Hoursand |0 V¥ |Minutes ! All Day

Details &
Registration

Ima &
Attachments

wered by Active Data . a master calendar management platform

from Active Data

active datd

active data

CALENDAR

1l

[F® start T

RN R

Select a category most
applicable to the event.

NOTE: Only one category
selection is allowed. After
selecting a category, the page
will reload before the selected
category appears on the box.

active data
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Add Event

General Details [Autumn Instrumental Concert |

*Event Name:
Autumn Instrumental Concert

*Department:

[ Yuba College v
Publish on Sclected Calendar(s):
| Public ¥ | | Highlight This Event

*Category(s)/Subcategory(s):

Music v

*Event Description:

F- o -

[

% W (BN T ) 48 2 oo | B £
S G| ot X abe = |[Times New .. |1 -
Falling leaves. chilly nights and the cool sounds of the Yuba College bands make this fall concert a must see! The

classic sounds of the Symphonic Band then leads the Jazz Ensemble to toe tapping melodies that light up the stage
Admission: $10 general. $6 studentsenior. Parking 1s free. For more information, call 741-6829

=E===EFH@Ee 2-

| —/

" Design | €> HTML Q Preview

Event Date: [10/27/2017 [F™ start Tume: [7:30 PM Duration: (2 ¥ |Hoursand [0 ¥ |Minutes (7] AN Day

" preview

Main
Information

" Cancer |
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Add Event - General Details [Autumn Instrumental Concert]

*Event Name:
[Autumn Instrumental Concert |

Hyperlink Manager
| Yuba Collegs _J

*Department:

Hyperlink '\ Anchor '\ E-mail

@ | http://
Gk T ]

Publish on Selected Calendar(s)

[ Public ¥

*Category(s)/Subcategory(s):

[ ‘Music D [ || o
- SDton:
Event Description: Target , PR = |
= T o, -
] -9 % Ga [y Existing Anchor [ None -] R l
A - 8y~ = = iF iF Tl ‘ |
= = ooltip
Falling leaves. chilly nights| concert a must see! The
classic sounds of the Sympl CSS Class l Apply Class ..| 1es that light up the stage.

Admission: $10 general. $6

-6829.

—
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Add Event - General Details [Autumn Instrumental Concert]

*Event Name:

|Autumn Instrumental Concert

*Department: Hyperlink Manager

[ Yuba College |

Hyperlink Anchor  \ E-mail |

Publish on Selected Calendar(s)

Public v URL [ httpsi//red.vendini.com/ticket-soft | (=9 |

Cbegar s ) foubcabentrala): Link Text [ Buy Tickets Here ]

[ Music D (]
*Event Description: Target [Nonme =] |

= = = B =
iz 2, Ga 2 Existing Anchor [ None -] 3

A - Z» - = = =

= — Tooltip ‘ |

Falling leaves. chilly nights| concert a must see! The

classic sounds of the Sympl| CsSClass [ Apply Class Nl

ies that light up the stage.
Admaission: $10 general. S6| -6829.

[ ok | [ Cancel_

| .~ Design | €> HTML Q Preview
Event Date: [10/27/2017 | start Time: [7.30 PM | Duration: [2 ¥ |Hoursand [0 ¥ |Minutes (1) All Day
Scheduling & ‘ Images & Details &
Information Facilities | Attachments Registra -

|~ Design | €% HTML Q Preview
Event Date: |10/27/2017 |[F® start Time: [7:30 PM | puration: [2 ¥ |Hoursand [0 ¥ | Minutes () ANl Day
Main Scheduling & ‘ Images & Details &
Information Facilities | Attachments Registration
-
active dat B At e ramic carrunar| iear i aeer| - roesiy

Fill in description for the event.
To hyperlink a website to the
description, click on the icon
shown on slide. But first, make
sure cursor is located where
hyperlink will be posted in the
description.

After icon is clicked, a pop up
like this one will appear. Paste in
the link and include a short text
about the link to Link Text. Click
OK when finished.

NOTE: Make sure “http://” does
not appear twice when pasting
link, otherwise hyperlink will not
work. To see a hyperlink
example, see next slide.

Example of URL and Link Text.
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Add Event - General Details [Autumn Instrumental Concert]

+Event Name:
Autumn Instrumental Concert
*Department:
Yuba College 4
Publish on Selected Calendar(s):
Public v Highlight This Event
*Category(s)/Subcategory(s):
Music -

*Event Description:
[F=o-c-
A - O i=

AT e|» £ U=

abe = |[Times New... -[16px ~]|

=2 9 -

Falling leaves. chilly nights and the cool sounds of the Yuba College bands make this fall concert a must see! The
classic sounds of the Symphonic Band then leads the Jazz Ensemble to toc tapping melodies that light up the stage.
Admission: $10 general. $6 student/senior. Parking is free. For more information. call 741-6829.

Buy Tickets Here —
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Event Date: |10/27/2017 KE Start Time: |7:30 PM Duration: |2 ¥ |Hoursand |0 ¥ |Minutes All Day

= Images &
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Events [ e T

Add Event - General Details

*Event Name:

*Department:
Select v
Publish on Selected Calendar(s):
Public ¥ Highlight This Event

*Category(s)/Subcategory(s):

Select =
*Event Description:
| =F- 2 - o 28 Q-
A il el =
/> Design | <> HTML & pv,iew
I Event Date: 711'9/2017 I @ Start Time: Duration: |0 ¥ |Hoursand [0 ¥ |[Minutes | All Day

Information

Attachments Registration
active data
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Add Event - General Details

*Event Name:

*Department:
Select -
Publish on Selected Calendar(s):
Public_ v Highlight This Event
*Category(s)/Subcategory(s):
Select >

*Event Description:

(Fz2- - % 2> BB AT @8 2
=

= 2 2 0 -|

7 >: abe = |[Fontname

I Ganvary Si[2017 S &>

Duration: [0 ¥ |Hoursand [0 ¥ | Minutes All Day

Details &
Registration

active datd

Images &
Attachments

Hyperlink with text will appear
as shown on slide.

To enter in date of the event,
click on the calendar icon, and
select applicable date. The date
selected will show next to Event
Date.

Calendar will appeared after
clicking on icon. Select an
applicable date.



active data

CALENDAR

Add Event - General Details

*Event Name:

*Department:
Select -
Publish on Selected Calendar(s):
Public ¥ Highlight This Event
*Category(s)/Subcategory(s):
Select v

*Event Description:
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Event Date: |1/9/2017 EIS(aﬂTinle: II Duration: [0 | ¥ |[Hoursand [0 ¥ Avrute
X
Main o~ ~ = Details &
Information 00 AM a Registration
9:30 AM
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11:00 AM - d
Copyrght 2017. Powere. Active Data sster cale. 11:30 AM
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CALENDAR

*Event Name:

Last day to add courses or register without special permission
*Department:

Yuba College 4
Publish on Selected Calendar(s):

Public ¥ Highlight This Event

*Category(s)/Subcategory(s):

-

active data ey

Add Event - General Details [Last day to add courses or register without special permission]
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Events [
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Last day to add courses or register without special permission

.~ Design | €> HTML

@ Preview

Event Date: [1/27/2017 [F= Start Time: Duration: [0 ¥ |Hours

Main Scheduling & Images & Details &
Information Facilities Attachments Registration
- _cAncEC | " PREVIEW |
Copyngnt 2017. Powered by Active Data . a master calendar n nt platform from Active Data

and [0 ¥ |Minutes & ANl Day

active datd
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Add Event - Schedule & Request Fadility [Autumn Instrumental Concert]

Current Schedule
Select All Select All Future Deselect all

Start Date End Date Start Time End Time

< 10272016 | [ES [10/27/2016 | (B [7:30 PMm 5:20 PM All Day 2.0 hours

>

) This event should not display an end date or end time

Specify the ra

hen this event is accessible to public users.
E:E- o

Publish Date /Ti

Unpublish Date/Time:

Location Search (Clear Selections)
Location Keyword Search:
Eilter Facility Checklist

Location/Building/Room(s):
852

8851
Back of 1000 & ME Center

CHANGE TIME ADD OCCURRENCES ADD INTERVALS

To indicate time of the event,
click on box next to Start Time,
and select the time. However, if
this event happens all day, make
that selection to the right.

When finished with Main
Information tab, click on the
Scheduling & Facilities tab.
NOTE: Each tab is automatically
saved when clicking on the next
tab.

Schedule & Facility page will
show the selected date and time
from the prior page at the top.
Verify that the Start Date, End
Date, Start Time, and End Time
are all correct. To add multiple
dates to the event click on
Add/Delete.



Start Date End Date Start Time End Time

&d/ @ [1e7eo7 |ER [1rTeo17 |[ES ¥ All Day 24.0 hours

NEW SCHEDULE CHANGE TIME ADD OCCURRENCES ADD INTERVALS

This event should not display an end date or end time

n this event is accessible to public users.

Location Keyword Search

1816 I o w
K
s b

Location/Building/Room(s)|
B851

Back of 1000
Back of 2100
Beale
Between the gym & the 3000 portables
Bryant Field

1E Center

dg (near the Flag)

Campus Center

Colusa -

Selected Location/Building /Room(s):

[E=tc 2
=
=
Filter Facility Chacklist
:
1 \ =

Location Keyword Search:
Filter Facility Checklist

Location/Building/Room(s):

™Main Scheduling & Images & Details &
Information Facilities Attachments Registration
rght 2017. Powe Active Data = arme om Active Dats active dleC

Scroll down to Publish
Date/Time to indicate when
event will appear on the web
calendar after it is submitted.
Any dates prior to event date
can be selected.

NOTE: If wanted event to show
immediately after it’s submitted,
choose the date the event is
edited and the current time. For
example, if an event occurs on
September 17, 2016 and today’s
date is August 24, 2016 and it is
12 PM, select Publish Date/Time
of August 24, 2016 and any time
prior to 12 PM.

Scroll to select location of event.
From the list, scroll down to
select Yuba College, and click on
“+” for specific room. For
academic event, select Yuba
College. NOTE: Multiple rooms
can be selected.

After room(s) is selected, they
will appear under Selected
Location/Building/Room.
Multiple location will appear as
tabs as shown on slide. To
remove a room, click on the tab
of the room, and then hit Reset.
Let the page load, then the
room will be removed.



Date/Time:

L ion Search (Clear Selections)

Location Keyword Search:
Eilter Facility Checkdist

Location/Building/Room(s):
852 -~

B851
Back of 1000 & ME Center

Back of 2100 Bldg (near the Flag)
Beale

the gym & the 3000 portables

Selected Location/Building /Room(s):

Yuba College (1)

Location - Building - Room
Yuba College (view)

= weser

Scheduling &
Facilities

active dolo

CALENDAR

active aata
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active data
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Add Event - Images & Attachments [Last day to add courses or register without special permission]

Upload Image

It should not oxceed 350 pixels wide. Image file size cannot exceed 80k)

ame:

L Image Eil
Choose FileJ No file chosen
— —

Image Alt Text:

Upload Attachment(s)
(Each file cannot exceed SMb. Attachments will display in the order entered below.)
Attachment Filename:

[ Choose File | No file chosen

Attachment Text:

Main Scheduling &
Information Facilities

Images &
Attachments

[ pm—————
active data

wered by Active Data . & master calendsr management platform from Active Data

Click Images and Attachments
tab when completed with
Scheduling & Facilities.

NOTE: As before, prior tab will
be automatically saved when
moving onto the next tab.

NOTE: Uploading image is not
required. Click Details &
Registration tab to skip.
However, to upload, chose file
under “Upload Image” or
“Upload Attachment”. Be sure
image size does not exceed the
capacity shown. Upload Image
will appear as an icon in the final
posting. And Upload Attachment
will shown as a download link.
See images on slide.

To Upload Image, Choose File.
As before, make sure image size
does not exceed the capacity
shown.



active data I I e File selection will appear. Select

CALENDAR 250 Registration  Workflow Facilities ~Categorization . . .
‘ o desired image, then double click

Add Event - I _ s & Attachments [Autumn Instrumental Concert] O n i m a ge O r CI iC k O p e n
’ .

» Events » Fall 2016 » <[4 |[ seor

Choose File | No file chosen

¢ Favorites x
Image Alt Text: - Desktop . -
Yuba College Autumn
[~ aop | & Downloads Flyer Disablity Instrumental
] Recent Places Awareness Day Poster

Upload Attachment(s)

' Libraries
(Esch fl cannot exceed Stib. Attschments wil display in the order entered below) 2
|5 Documents
Attachment Filename: 2
& Music

Im m

Voter Fest Poster

&

Attachment Text: B videos Actarn

Instrumental
oo ] . - | posterlowres

B Comniter

[ Choose File | No file chosen i) Pictures

File name:  Autumn Instrumental Poster low r +

Images
Attachme,

B |
o fom Acue Date active data

active data B G TS e e If image met ca pacity, then
CALEN DAR (=750 Registration Workflow Facilities Categorization . .
name of the file will appeared

Add Event - Images & Attachments [Last day to add courses or register without special permission] next to Ch oose File Selection .

s ot besienalioompne Rl siantas s NOTE: This does not indicate

—r that image was uploaded

lr--»w- AU Text: | successfully. A short text must
S be added under Image Alt Text,

o s DR then click Add to successfully

Attachment Filename:

[Chosss ila] No file chosen upload image.

Attachment Text:

Main Scheduling & Images & Details &
Information Facilities Attachments Registration

Copyright 2017. Powered by Active Data . & master calendar management platform from Active Data active dofo

active data Musmiss  ©osucoatnan  7was fiasour oot If image exceeded size allowed,
CALENDAR |25 S0 Registration Workflow Facilities Categorization -

a red message will appeared as
Add Event - Images & Attachments [Autumn Instrumental Concert] Shown On slide- GO back tO

Upload Image

(iage stoa shoiild not axcesd 50 ks wide: Image T size cannot axcesdd 90k) Ch oose F| Ie an d Select a

[Ghossa Fil] No file chosen different file of smaller size.

Image Alt Text:

Autumn Instru Icon

Upload Attachment(s)

(Each file cannot exceed SMb. Attachments will display in the order entered below.)
Attachment Filename:

| Choose File | No file chosen

Attachment Text:

Main Scheduling & Images & Details &
Information Facilities Attachments Registration
(—PrReEvIEW ]
by Active Data . & master calendar management piatform from Active Data active dOfO
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Add Event - Images & Attachments [Autumn Instrumental Concert]

Upload Image
Current Image:
Delete

Current Image File Image Alt Text

" DELETE Autumn Instrumental Poster low res.ipg  |Autumn Instru Icon

Upload Attachment(s)
{Each file cannot exceed SMb. Attachments will display in the order entered below.)
Attachment Filename:

[ Choose File | No file chosen

Attachment Text:

Current Attachment(s):

& PUBLIC CALENDAR

(=78 Registration Workflow Facilities Categorization

?uEp  #asour B LOGOUT

Delete Reorder Current Attachment Text Display
Attachment File on
Front|
End
& You must enter in Attachment Link Text when
uploading an attachment for display.
Scheduling & Ima. Details &
Facilities Attachments Registration
[ PrReviEw |
d by Active Data . & master calendar management platform from Active Data

active data

active data

CALE N DAR 20 Registration Workflow ~ Facilies Categorization
EVENTS: Add - Modify/Cancel/Delete
Add Event - Images & Attachments [Autumn Instrumental Concert]

BIMANMENU  PUBLCCALENDAR 7 HELP 5 ABOUT  “BL0G0UT

File name:  Autumn Instrumental Poster

Main Scheduling & Images
Information Facilities Attachme|

Upload Image € Open
(tmsge size shoukl not exceed 350 pixels wide. Image file size cannot excaed 60k) OQ [ « b)Teresa » Events » Fall2016 » <[4 Search Fall 2016 ol
Image Filename:
Organize v New folder =R @
Choose File | Autumn Inst...low res.jpg e X
¢ Favorites
Image Alt Text: B Desktop
[Autumn Instrumental Poster [~ w5 | % Downloads

% Recent Places |2 Yuba College Yuba College Autumn
Flyer Disablity Flyer Disablity Instrumental
Upload Attachment(s) Lo Awareness Day Awareness Day Poster E
ibraries
{Each e cannot exceed sMb. Atschments vil display i the order entered below.) e rEEs 2
e 7 Documents || =
'Altachmenl Filename: A m{ﬂ
S — - &) Music
| Choose File | N3l chosen v &) Pictures -
ACSemeRE Text: B Videos —y ;
N = e
(o5 8 Comonter - Autumn AFD-150501-014 ~

W |
active data

A red message like the one
shown will appear if Text box is
left blank after selecting Add.
Message will appear on both
Upload Image and Upload
Attachment if Text box is left
blank.

To Upload Attachment, follow
the same instructions as
Uploading Image. However, size
allowance for attachment is
larger than Image.

NOTE: Make sure a short text is
added under Attachment Text,
then click Add to complete
uploading an attachment.

active data

CALENDAR

B mam meny

Add Event - Images & Attachments [Autumn Instrumental Concert]

Upload Image

Current Image:

Delete Current Image File Image Alt Text
BTG Autumn Instrumental Poster low res.ipg  |Autumn Instrumental ic

Upload Attachment(s)
(Each file cannot excead SMb. Attachments will display in the order entered below.)

Attachment Filename:
[ Choose File | No file chosen

Attachment Text:

Current Attachment(s):

& PUBLIC CALENDAR

?HELP @ ABOUT  “f LOGOUT

2] Registration Workflow Facilities Categorization

Delete Reorder Current Attachment File Attachment Text Display on
Front-End
DELETE iv Autumn Instrumental Poster.jpg |Autumn Instrumental Pc £2
Main Scheduling & Images & Details &
Information Facilities Attachments Registration

™ from Active Data

active data

When both image and
attachment were uploaded
successfully, they will appear as
shown on slide.

NOTE: Under Attachment,
Display on Front-End must be
selected in order for attachment
to be shown at the end in final
posting.

When finished, click Details &
Registration tab. Images &
Attachments tab are
Qutomatically saved.
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Add Event - Contact & Other Information [Autumn Instrumental Concert]

Contact Information

Name:

Phone:

Email:

I Other Event Information I

Admission Information:

Other Details:

Remarks:

Ticket Order URL:

Enable Registration

Internal Information
(Not viewable on user display.)

Internal Notes:

Name:
Phone:

Email:

Other Event Information

Admission Information:

Other Details:

Remarks:

Ticket Order URL:

Enable Registration

Internzl Information
(No able on user display.)

Internal Notes:

Main Images &
Information Attachments

 Atue Daie Sctive darta

Event Details
Save Event
* Release Event
Do not notify y or event of this event change.

~iarketing

[ Event Date/Time [ . - [ Max - [ . ion D . < ion D . |

[20/27/2017 (7:30 PM - 9:30 Pmy | bisablea | | | |

Event Marketing Details: < i
Department: Yuba College [arts & Entertainment
Event Type:  Public Music

Highlight: No

Event Details add to m‘«//calenﬂar email & fiend
Go Back
Autumn Instrumental Concert
Start Date: 10/27/2017 Start Time: 7:20 PM
End Date: 10/27/2017 End Time: 9:20 PM

nt Descrip
Falllng lechnen c iy edciitn ek s e ook memnitn ol fhu ik
bands make this fall concert 2 must s,
et e Symphonic Band then et i ik
oe tapping melodies that light up the stage.
Admission: $10 general, S6 student/senior. Parking is free.
For more information, call 741-6829. Attachments For This Event:

> Autumn Instrumental Poster

Buy Tickets Here

Admission Information
Location Information S10 general, 56 s!udendsen»or Parking is free. For more
Yuba College - Theatre information, call 741-682
Contact Information Ticket Order URL:
me: Teresa Aronson hitps ://red vendini c omitic ket-software._htmi?
Phone: (530) 741-6829 (ot SwteeSer 2400 384TSfec 30ec0abSSaeab
Email: taronson@vccd.edu

Main Scheduling & = De tails &
Information Facilities Regjistration

IS

d by Active Data . =

e active data

Contact & Other Information are
not required. However, type in
Name, Phone, Email, and other
event information applicable to
event. These information will
appeared at the bottom of final
posting.

When finished, click Preview for
an overview of event posting.

Preview page will show the
public view of event. Verify that
all information are correct and
click submit at the bottom to
finalize posting.



active data

CALENDAR

(B main meny

Open link in n

Save link as..

The event has been modified successfully

Copy link address
Select Event to Modily/ Cancel/ Delete

Select Saved S¢

View List

/10/2017 §:30 PM - (0)
2017 7:30 PM - (0)
uth, 1/12/2017 1:00 PM - (0)
2017 6:00 PM - (0)

PM- (0)

Event Type:
3:00 PM - (0! Department Na
Luther King Day, 1/16/2017 - (0)

Luther King Day, 1/16/2017 - (0)
/17/2017 - (0)

search By Cate|  [ncpect

Search Google for image

Green message will appear at
the top of the page when event
is posted successfully.

Click on Public Calendar for
access to the Web Calendar, and
to review event that was just

8/2017 5:30 PM - (0)
je, 1/18/2017 7:30 PM - (0)
(©)

1/20/2017 5:30 PM - (0)
2, 1/20/2017 7:30 PM - (0)

PM - (0)
nos College, 1/25/2017 5:30 PM - (0)
lege, 1/25/2017 7:30 PM - (0)
cial permission, 1/27/2017 -
special permission, 1/27/2017 - (0)

- (0)
lano College, 1/27/2017 5:30 PM - (0)
Men's Basket o College, 1/27/2017 7:30 PM - (0)

Baseball @ De Anza College, 1/26/2017 12:00 PM - (0)

Location:

Keyword Search:

Range of Dates:
Exact Dates

Select

Start Date: [1/1/2017

End Date: [1/31/2017

| Select Events for a Specific Date Range

posted.

NOTE: For easier excess back to
Add and Modify/Cancel/Delete
: page, open Public Calendar in
— new tab. Opening multiple tabs
! will not automatically sign off

’ user from the prior tabs.

own here is the web calendar.
default, the current month
‘District | Yuba College | Woodiand Community College | Clear Lake Campus W| ” be shown_
N g . . .
— P = q view event just posted in
- - _puiblic view, change dates at the
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‘Expand A1 Grig

Display Options
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All events posted to this date
will appear in the box of the
date. Click on the event you just
posted for public view.

Subenit Events.

‘Submit
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Event Details

Autuma Instrumentsl Concert Edit

Start Date: 7 St Ti
End Date: 17 End Tine:

Event Deacription:
Foling saves, i

s Colage bands make 4 fol oncert o
103 Meloces 1ot oht ot stage. Admssion

Attachments For This Event:

Agmission Intormation:
$10 generst, 5 2

©certseree
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Events [ )

Modify/Cancel/Delete Event

Select Event to Modify/Cancel/Delete

View Subscriber List D: iber List

Select Saved Search: [ Select ¥

‘Women's Basketball @ College of Marin, 1/10/2017 5:30 PM - (0) -
Men's Basketball @ College of Marin, 1/10/2017 0 PM -

Adverse Effects of Trauma on Children and Youth, 1/12/2017 1:00 PM - (0) # of Events Displayed: |25 ¥
Men's Basketball vs. Napa Valley College, 1/12/2017 6:00 PM - (0)

Women's Basketball @ Merritt College, 1/14/2017 1:00 PM - (0) Evewtiype: Al ¥
Men's Basketball @ Merritt College, 1/14/2017 3:00 PM - (0)

Department Name: Select -
Academic and Administrative Holiday - Martin Luther King Day, 1/16/2017 - (0)

Academic and Administrative Holiday - Martin Luther King Day, 1/16/2017 - (0) Search By Category(s)/Subcategory(s):
Professional Development Days - No Classes, 1/17/2017 - (0)

Women's Basketball vs. Mendocino College, 1/18/2017 5:30 PM - (0) Acaleint =

Men’s Basketball vs. Mendocino College, 1/18/2017 7:30 PM - (0) Administrative Announcements
EOPSS Mesting, 1/19/2017 12:00 PM - (O

Women's Basketball vs. Laney College, 1/20/2017 5:30 PM - (0) Alumni

Men's Basketball vs. College of Alameda, 1/20/2017 7:30 PM - (0) ~) [ Arts & Entertainment
Spring Semester Begins, 1/23/2017 - (0) Art

Spring Semester Begins, 1/23/2017 - (0) Sita

Spring Play Audition, 1/24/2017 7:00 PM - (0) c

Women's Basketball vs. Los Medanos College, 1/25/2017 5:30 PM - (0) Theatre

Men's Basketball vs. Lo Medanos College, 1/25/2017 7:30 PM - (O =5 B AtHOHC Events

Last day to add courses or register

hout special permission, 1/27/2017 - (0)

Last day to add courses or register without special permission, 1/27/2017 - (0) Foecball >
Baseball @ De Anza College, 1/27/2017 2:00 PM - (0)
Women's Basketball vs. Solano College, 1/27/2017 5:30 PM - (0) Location: Select 2
Men's Basketball v. Solano College, 1/27/2017 7:30 £M - (0)
Baseball @ De Anza College, 1/28/2017 12:00 PM - (0) Keyword Search:
Select Events for a Specific Date Range
Range of Dates Select v
ANCEI UBM Exact Dates: Start Date: [1/1/2017

End Date: [1/31/2017

Select Events for a Specific Time Range

Range of Time: Select v

Exact Times: Start Time:

This is how the public will see
the event just posted. Verify one
last time to make sure name,
date, time, other event
information, contact, and
images are correct. If not, see
the next slide on how to
Modify/Cancel/Delete event.

To edit an event, click on
Modify/Cancel/Delete at the top
right corner of the page.



Modify/Cancel/Delete Event

| Select Event to Modify/Cancel/Delete |

Adverse Effects of Trauma on Children a
Men's Basketball vs. Napa Valley College, 1
Women's Basketball @ Merritt College, 1/1
Men'’s Basketball @ Merritt College, 1/14/20. )
Academic and Administrative Holiday - Marti =r King Day, 1/16/2017 - (0)
Academic and Admi ative Holiday - Martin Luther King Day, 1/16/2017 - (0)
Professional Development 2017 - (0)
Women's Basketball vs. | 17 5:30 PM - (0)
Men's Basketball vs. Mend| 0 PM - (0)
EOPSS Meeting, 1/18/2017 12:00 PM - (0) n =
Women's Basketball vs. Laney College, 1/20/2017 PM - (0)
Men's Basketball vs. College of Alameda, 1/20/201 230 PM - (0)
Spring Semester Begins, 1/23/2017 - (0)
Spring Semester Begins, 1/23/2017 - (0)
Spring Play Audition, 1/24/2017 7:00 PM - (0)
Women's Basketball s Medanos College, 1/25/2017 5:30 PM - (0)
Nicore patastoll v Lo Moo College, 1/25/2017 7:30 PM - (0)
Last day to add courses or register without special permission, 1/27/2017 - (0)
Last day to add courses or register without special permission, 1/27/2017 - (0)
Baseball @ De Anza College, 1/27/2017 2:00 PM I
Nomen's Basketball vs. Solano College, 1/27/2017 5:30 PM - (0) >
's Basketball vs. Solano College, 1/27/2017 7:30 PM - (0)

Il @ De Anza College, 1/28/2017 12:00 PM - (0) o v
Ba*bau @ Ohlone College, 1/31/2017 2:00 PM - (0)
EOPSS Meeting, 2/2/2017 12:00 PM - (0)

Select Saved Search: | Select ¥

List

¥| Select Events for a Specific Time Range

Range of Tmer == v
Bxact Times: fstart Time:
End Time:

Save for Current User Login Session
Save for all Future Sessions
Name this Search:
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EVENTS: Add - Modify/Cancel/Delete

Modify/Cancel/Delete Event

Select Saved Search: [ Select ¥

View Subscriber List Subscriber List

|Crossing Borders Building Bridges, 10/’7/2016 11:30 AM - (0)

| The Spooky-Kooky, 10/27/2016 12:00 PM - (0)

Transfer Workshop: Sacramento State, 10/27/2016
Autumn Instrumental

:00 PM - (0) # of Events Displayed: [25 ¥

/2016 7:30 PM - (0)

Event Type: Al v

Department Name: Select 4

Search By Category(s)/Subcategory(s):
Academic =
Administrative Announcements
Alumni
—) [ Arts & Entertainment

Baseball

Location:

Kdyword Search:

¥ Select Events for a Specific Date Range

Range of Dates: Select v
End Date: [10/27/2016 =

Select Events for a Specific Time Range

Range of i Select v
Exact Ti Start Time:
End Time:
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(25 Registration Workflow Facilities Categorization

Modify Event - Geu. —al Details [Autumn Instrumental Concert]

*Event Name:
Autumn Instrumental Concert
*Department:

Yuba College -

Publish on Selected Calendar(s):

Public ¥ Highlight This Event  Add New Comments
*Category(s)/Subcategory(s): P
Music - T

*Event Description:
Pl
[ A~ &~ 4= i=

Falling leaves. chilly nights and the cool sounds of the Yuba College bands make this fall concert a must see! The
classic sounds of the Symphonic Band then leads the Jazz Ensemble to toe tapping melodies that light up the stage.
Admission: $10 general. $6 student/senior. Parking is free. For more information. call 741-6829.

Buy Tickets Here

Q Preview

.~ Design

<> HTML

Main Scheduling & Images &
Information Facilities Attachments

[CANCEL |

Details &
n

By default, some events will
show in the list to the left by
order of occurrence. However,
not all events are listed here,
especially events happening in
more than one month out.
Therefore, for fastest search for
specific event (s), select Specific
Date range and/or Specific Time
Range to the right side. Select
date and/or time applicable, and
click search. Events fitting
criteria selected will appeared
on list to the left. See image on
slide for arrow directions.

After list is updated, select an
event to edit. NOTE: Only one
event is allowed for changes at a
time.

For events that have one
occurrence, this screen will
show after it’s selected from the
list. As shown, an event can be
modify, delete, or cancel by the
selections at the top. For
changes (i.e. description, title,
time), simply make changes by
following the same direction as
adding the on each tab, click
preview when done with all
tabs, and select submit at the
end.
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EVENTS: Add - Modify/Cancel/Delete

Modify/Cancel/Delete Event

Modify Event

Select
Select

g Occyfrences (DEFAULT)

ddify an Occurrence(s) in the Series
MOy Details For The Entire Event e

Cancel Event

Select 4
Delete Event
Select. v
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.
39 Steps by Patrick Barlow and John Buchan
*Department:

Yuba College -

Publish on Selected Calendar(s):

Add New Comments

Public ¥ Highlight This Event
*Category(s)/Subcategory(s): -
Theatre - T

+Event Description:
([F-o2-- % aEmBEH AT @B 2 U=

A e alii= iz = | > X abe = |[Font Name
Mix a Hitchcock masterpiece with a juicy spy novel, add a dash of Monty Python and you have The 39
Steps, a fast-paced whodunit for anyone who loves the magic of theatrel This 2-time Tony® and Drama
Desk Award-winning treat is packed with nonstop laughs, over 150 zany characters (played by a
ridiculously talented cast of 4), an on-stage plane crash, handcuffs, missing fingers and some good old-
fashioned romancel

= 8 8 0 -

~|Real. ~||

WINNER! 2007 LAURENCE OLIVIER AWARD - Best New Comedy

& Time TON
.~ Design

IARD Nomin. in 20081
<> HTML Q Preview

Main r— Detasts &
Information Attachments Registration

[ cancer |
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Modify/Cancel/Delete Event

Search Again
Modify Event
Select ¥

Modify Series Details For Non-Modified Occurrences (DEFAULT)

dity Details For The EntireEyent Series

Cancel Event

| Cancel the Series
[ Select

Cancel the Series
| Cencelon Gecimrence

(s) in the Series

active data

form from Active Data

However, if the occurrence of an
event selected has multiple
dates, a screen as shown will
appear. This event series or an
occurrence in the series then
can be Modify, Cancel, or
Delete. Select Modify Series or
an Occurrence to the Event.

If the series is selected, this
screen will appear. Make
changes by following the same
direction as Adding an event.
Click Preview when finished with
all tabs, and Submit when
completed.

Option for cancelling an event
series or an occurrence is
available after an event is
selected from the list.
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Reschedule Event — General Details [39 Steps by Patrick Barlow and John Buchan]

*Event Name:
39 Steps by Patrick Barlow and John Buchan

Internal Event Comments Log >

*Department: There are no comments for this event.

Yuba College -

Publish on Selected Calendar(s):

Public ¥ | Highlight This Event  Add New Comments

*Category(s)/Subcategory(s):

Theatre -

T AT © | B 7 U E=E == 2SS Q-
x* > abe = |[[Fontname  ~|Real. -

Mix a Hitchcock masterpiece with a juicy spy novel, add a dash of Monty Python and you have The 39 ==
Steps, a fast-paced whodunit for anyone who loves the magic of theatre! This 2-time Tony® and Drama
Desk Award-winning treat is packed with nonstop laughs, over 150 zany characters (played by a
ridiculously talented cast of 4), an on-stage plane crash, handcuffs, missing fingers and some good old-
fashioned romancel

WINNER! 2007 LAURENCE OLIVIER AWARD - Best New Comedy

[l Registration Workflow Facilities Categorization

Setails &
Registration
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Modify/Cancel/Delete Event

Search Again
Modify Event
Select v
Modify Series Details For Non-Modified Occurrences (DEFAULT)
Modify Details For The Entire Event Series
Cancel Event

Select v

Delete Event

| Delete the Series
Select

017 Powered by Activs Dats’/ s wasier balendsi inaiag Ement plation fom Akve-Dath active data

This screen will appear if
canceling the whole series of an
event is selected. Start by
answering two questions at the
top: cancel and reschedule the
event. Cancelling event will
remove this event from the
webcalendar. Rescheduling an
event will allow the event to be
edited, especially date changes,
and submitted. When finished
with these two questions, click
Finish at the bottom.

This page will show if
Rescheduled option is selected
from the canceling page.
Selections at the top (Delete,
Reactive, Copy, and Change Log)
are available for this event as
well.

Go through each tabs at the
bottom to make corrections
and/or rescheduling for dates
and time.

Deleting an event series or an
occurrence is also available after
the event is selected.
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Delete Event
A delete cannot be undone. Are you sure you want to delete the events listed? —/
Yes '® No
Event Name Event Date/Time Highlighted

39 Steps by Patrick Barlow and John Buchan

39 Steps by Patrick Barlow and John Buchan

39 Steps by Patrick Barlow and John Buchan

39 Steps by Patrick Barlow and John Buchan

39 Steps by Patrick Barlow and John Buchan

39 Steps by Patrick Barlow and John Buchan

39 Steps by Patrick Barlow and John Buchan

39 Steps by Patrick Barlow and John Buchan

39 Steps by Patrick Barlow and John Buchan

10/7/2016 8:00 PM - 10/7/2016 9:30 PM
10/8/2016 8:00 PM - 10/8/2016 9:30 PM

10/13/2016 8:00 PM - 10/13/2016 9:30 PM
10/14/2016 8:00 PM - 10/14/2016 9:30 PM
10/15/2016 8:00 PM - 10/15/2016 9:30 PM
10/16/2016 2:00 PM - 10/16/2016 3:30 PM
10/21/2016 8:00 PM - 10/21/2016 9:30 PM
10/22/2016 8:00 PM - 10/22/2016 9:30 PM
10/23/2016 2:00 PM - 10/23/2016 3:30 PM

§ 55§55 838§ %§

—cance.

Back. | |

NEXT
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— Delete Series
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orm from Active Data
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Search Again
Modify Event
Select

Cancel Event

Select

“ Delete Event

suspiir, |

lscancer. | |

Modify/Cancel/Delete Event

v

Modify Details For The Entire Event Series

lete an Occurrence(s) in the Series ¥

® Modify Series Details For Non-Modified Occurrences (DEFAYLT)

Past Cancelled

B MAIN MENU &€ PUBLIC CALENDAR

Select Occurrence(s) to Delete x

Future All

39 Steps by Patrick Barlow
Buchan

39 Steps by Patrick Barlow and John
Buchan

39 Steps by Patrick Barlow and John
Buchan

39 Steps by Patrick Barlow and John
Buchan

39 Steps by Patrick Barlow and John
Buchan

39 Steps by Patrick Barlow and John
Buchan

39 Steps by Patrick Barlow and John
Buchan

39 Steps by Patrick Barlow and John
Buchan

39 Steps by Patrick Barlow and John
Buchan

and John

? HELP
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 ABOUT ~B Locout

10/7/2016 8:00 PM - (0)

10/8/2016 8:00 PM - (0)

10/13/2016 8:00 PM - (0)
10/14/2016 8:00 PM - (0)
10/15/2016 8:00 PM - (0)
10/16/2016 2:00 PM - (0)
10/21/2016 8:00 PM - (0)
10/22/2016 8:00 PM - (0)

10/23/2016 2:00 PM - (0)

stform from Active Data

active data

This screen will show if deleting
the whole series of an event is
selected. Verify that Name,
Date, and Time are the correct
event to be removed, select Yes
at the top, and click Finish when
completed.

To deleting an occurrence in the
series, this screen will come up.
The left side show all the
occurrences in the series event.
Select the desired date and time
to delete, and click submit when
finished.



