Guide to the Administration Area of EZWebCalendar.com

You must be logged into your ezwebcalendar as the site administrator. This username and
password were set up when your calendar was created.

Pricing for youth groups, non-profits, & businesses of all sizes.

EzWebCalendar.com
e then fust 2 calendar

Easiest way to get a calendar online TODAY for your This hosted online calendar solution
business or arganization. makes it easy for any organization large
or small, to have a web calendar in
e Multi User Online Calendar minutes.
Add different user accounts to your system.
& Llpload images and documents for each event Great for:

Make it easy to share your organizations documents.
o Add categories to filter your calendar views
(Meetings, Games, Review Session, etc.)
s Phone Book
Provides a easy way for your group to communicate.
o Site Mews
List current events and announcements on the top of
yaur calendar.
e« Document Listing Section
The list of documents you have uploaded to the
system. These can also be linked to your events.
& Al through our web based interfaces that require no
prograrmming!
o And more...

Srmall and Large Businesses
Schools

Sports Teams

Youth Organizations

Try our online

Member Login

User: |
Pasgword |
Login |

| Features | Questions & Answers | Sign Up | Dermo | Contact Us |

EzWiab Calendar .com® Copy Right BIT, Ine 2004, all rights reserved.
Infoi@EzWeb Calendar.com

To access the administrator area click on the SITE ADMIN link in the upper right corner
of your calendar.

wour FREE Trial. Click to Pay Mo, 2 Log Qut( SITE ADMIM

Phone List % Print Options
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The Administrator Menu
YOUR GROUP NAME HERE > Admin Section > Admin Menu

Site Settings
Basic Settings  Calendar colors & page settings. Header, footer, and background images.

Categories
Add/Edit Event Categories  Add and edit CALENDAR EVENT categories.
Add/Edit Docurment Categaries  Add and edit FILE UPLOAD categaries.

Organizations
Add/Edit Organizations  Add and edit arganizations in your calendar.

Users
Add User  Add new users for your arganization.
Edit User Edit existing users in your organization.

Maintenance
Delete Events  Delete events that have been marked inactive.

Return to Calendar

Site Settings

Clicking on the Basic Settings link allows you to do modifications to the Basic Settings
of your calendar. This is where you can change the name, colors, graphics etc of your
calendar. Changing the settings on this page can help you design your calendar so that it
easily blends into other websites you may be linking to your calendar. Colors can be set

£

by either typing the HTML color code or by clicking on the color chooser and

selecting the desired color for that area of the calendar.

Basic Page Settings

Require Lagin : Yes € Mo & ?

Site Mame |Ca|endar Site Mame Here 2

Site Calar Theme : m 2

Background Color lﬁﬂmﬂf— &Eﬁ ?

Background Image : Mo Image I or select image: | Browse.. | 2
HEADER Image : Mo Image [ or Select image: | Browse.. | 2
HEADER Image Alignment Left = ?

FOOTER Image : Mo Image [ or Select image: | Browse.. |

7

FOOTER Image Alignment Left = 7

Require Login: Require login before users can view calendar data.
Site Name: Displayed at the top left of the pages. Example:

Calendar Site Name Here > Monthly View

Site Color Theme: Easily change the color scheme of the site, which controls the color of

the horizontal dividers and basic fonts. Example:
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Background Color: The overall background color for the calendar

Background Image: An image of your choice that will tile and become the backdrop for
the calendar

Header Image: An image of your choice that will be displayed at the top of all pages
Header Image Alignment: Choose the desired alignment of the image

Footer Image: An image of your choice that will be displayed at the bottom of all pages
Footer Image Alignment: Choose the desired alignment of the image

Calendar Page Settings

Birzyf Day Codor [e ST E-f
Show Mewa On Main Fags m H Sber Wline Calerdars on Man Fage TEs j'
Exerd Dascnption Langih m

Basic Day Color: Days in the calendar that do not have events scheduled.

Current Day Color: Cell color for today’s date.

Busy Day Color: Days in the calendar that have events scheduled.

Show News On Main Page: Choose to display news above the main calendar or not.
Example:

Site News

m |mporant MEVY OB
m This is 8 news iterm. ...

All Site News =>

Show Mini Calendars on Main Page: Choose to display mini calendars above the main
May 2004
SUMTWT F Sa

1

a0
calendar or not. Example: = —

Event Description Length: The maximum length of the event titles as shown in the
calendar cell.



Add/Edit Event Categories
Clicking on the Add/Edit Event Categories link allows you to add and edit event
categories. You must always have at least one active category for your calendar.

Add Category
Typing the Name of the new category and clicking the ADD button can easily add

categories.
Add Category
Name:l Add

Edit Category

Select the category you need to edit from the yellow bar. Make changes and click the
UPDATE button. Categories cannot be deleted, as there may be associated events but
selecting the radio button and clicking the UPDATE button will inactivate a category.

Select a Category to Edit: I vl Editl
Category Viewer

Edit Category

Name;ICDnCE!I’T

Status: Active @ Inactive ¢ Update |
Add/Edit File Categories

File categories are used to group documents, pictures etc that you have added to calendar
events. As you upload a file you can select a category where the file will placed for future
use.

Add File Category
Typing the Name of the new category and clicking the ADD button can easily add
categories.

File Category Viewer

Add File Category
Name:l Add

Edit Category

Select the category you need to edit from the yellow bar. Make changes and click the
UPDATE button. Categories cannot be deleted, as there may be files stored in that
category but selecting the Inactive radio button and clicking the UPDATE button will
inactivate the category.

Select a Category to Edit: IMeeting Motes 'l Edit |
File Category Viewer

Edit File Category
Name;lSales Forms

Status: Active & Inactive ¢ Update |




Add/Edit Organizations

A company with a large number of users may want to establish organizations/divisions

within the calendar. Users then can be attached to a particular organization. These fields
are all optional.

Add New Organization

Add New Organization

Organization Narme

|
Address |
City |

State IState 'l
Zip I
Phaone I

Web URL |

Save Organization

Edit Organization

To edit an existing organization select it from the yellow bar. Make changes and click the
Save Organization button.

| Select Organization To Edit Itest vI |

Edit Organization

Organization Mame |test

Address |

City | State Im
Zip [

Phone l—

Web URL |

Save Organization




Users
Add and edit calendar users.

Add User
User Mame |
First Mame | Last Mame |
Organization |Opti0na| Organizationj
Email |
Passward | Confirm Passward
[T Concert 7 Meeting [T PLC
User Category Access [T Sales Call [T Sports Event [T Staff Weetings

[T Test Category [ “Wacation I Weddings
Add User Phone

fcen = Ext. |
Add User |

User Name: Required Username for the user.

First Name: Required First Name of the user — displayed with events this user enters.
Last Name: Required Last Name of the user — displayed with events this user enters.
Organization: Optional - Select an organization associated with this user.

Email: Required valid email for the user.

Password/Confirm Password: Required initial password for the user, user can change
upon initial login.

User Category Access: Optional - Select which categories this user can add/access
associated events.

User Phone: Optional — Add multiple phone numbers for each user.



Edit User

Select the user you need to edit from the yellow bar. Make changes to user attributes and
click the SAVE CHANGES button. Users can also be deleted by clicking the DELETE
User button.

| Select User To Edit Idemo 'l |
Edit User
In the Demo calendar, you can only modify category information for the admin and the demo accounts.

User Mame |dem0

First Mame Idemo Last Mame Idemo
Organization |Opti0na| Organizationj

Ermnail |dem0@some.com

Passward |"u Confirm Passward s
Status & Active € Inactive

Adrnin O YES & NO

¥ Staff Meetings [ “acation [T Sales Call
User Category Access [T Weddings T Concenr [T PLC
[T Meeting I Sports Event [T Test Category

Phaone 1 [cel  x|j5s5-855-5585 Ext | Delete [T

Add New Phone

fcen = Ext. |

DELETE USER SAVE CHANGES




Maintenance

The maintenance area allows the calendar administrator to delete events that have been
marked inactive.

Delete Events

Clicking on the Delete Inactive Events button will remove these events permanently from
the calendar. If there are events that you want to re-activate click on the checkbox to the
right of the event prior to clicking the Delete Inactive Events button.

This page will completely delete events that have been marked inactive. Once you delete these you will not be able to undo the delete.

This will delete 5 inactive events.
Delete Inactive Events

The Following Events will be deleted:
(To make these events active again, check the appropriate box.)

Bob's Event 05/04/2004 05042004 r
Bob's Event multiple time

bob's second event 05/04/2004 05042004 r
description

2 05/24/2004 05/24/2004 r
2

Binh's Wedding 05/23/2004 05/23/2004 r
Binh's wedding

Binh's Wedding 05/24/2004 05/24/2004 r

Binh's wedding



