
Guide to Adding an Event in EZWebCalendar.com 
 
To add an event you must be logged in to the calendar. Go to www.EzWebCalendar.com the login link 
is on the lower right corner of the main page. To login to the demo calendar use the user name and 
password "admin". This will give you admin rights to the demo calendar. If you are already a registered 
user of EzWebCalendar use the User ID and password for your account. 

  
 
If you are already browsing the demo calendar you can login to add an event by clicking on the Login 
link at the upper right of the page. Use the user name and password "admin" which will give you admin 
rights to the demo calendar to test adding events to the system. 
 

 
 
 



To add an event navigate to the desired month using the Prev and Next Month links located on the left 
and right top of the main calendar. The Month names above the mini calendars can also be used to 
navigate to the desired month. 
 

 
 
Click either the Add Event Link at the top of the calendar (See Box Above) or click the icon in the 
desired day to go to the add event screen.  
 



Adding an event requires you to enter the following information:  

• Name (Required)– Enter a short title/description for this event (40 character maximum).  
• Date (Required)– Enter the date of your event by typing or clicking the  calendar icon located 

to the right of the box. 
• Start/End Time (Required)- Select the start and end times for your event. If this event has no 

starting and ending times check the Not Time Specific check box to the right.  
• Category (Required)– Choose the appropriate category for this event. If this event is only to be 

visible to users of the selected category also check the Make Event Private check box to the 
right. 

The event can be added now when you click the button or you can continue to 
specify additional options for this event. If you want to save this event now and add another check 

the  button. 

• Description – More detailed information regarding the event. 
• Repeating – Events can be entered once, and repeated for a number of days or weeks. The 

system default is to add the event for one day only; the event in the date box at the top. If you 
want to repeat the event click the radio button next to daily, or weekly, then select the number of 
repetitions. The event will then be added for the current day, plus the number of repeats you 
select. 

• Sync to Desktop Calendar - This will sync the event to a desktop application. You must have a 
desktop scheduler that accepts an iCal formatted file. iCal is a standard date format for event 
files, this is used by MS Outlook and many other applications. When this option is checked, a 
popup window will open when you save your event. The iCal file will also open. Depending on 
your desktop configuration you maybe prompted to save or open the file. Save the file to your 
computer before opening it. 

• Event Files - Files or links can be attached to an event. You may select a category and or a 
caption for each item. To upload a file, click the browse button. You will be able to upload a file 
from your computer. To add a link to this event type the link into the link box. This could be a 
link to a resource on your external web site. 3 files or links can be added when you add an event. 
These files and links will be viewable in the documents section. 

• Event Reminders – Email reminders can be sent for an event. Select when you would like the 
reminder to be sent. You may choose to send the reminder to calendar users or to a designated 
list of email addresses. When listing email addresses please use a comma to separate them. 
*Note the event reminder feature is not functional in the demo calendar.  



 

 

The event will be added when you click the button at the bottom of the page. If you 

want to save this event and add another check the  button. 

After clicking the add Event button you will be taken to the event that you have added for review. 
Edits can be made at this time. 

  

 

 


