
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.  

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

 
 
 
 
 
 
 
 
 
 
 



The Administrator Menu  

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

 
Site Color Theme: Easily change the color scheme of the site, which controls the color of 
the horizontal dividers and basic fonts. Example: 

 



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 

 
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: 

 
 
 
Show Mini Calendars on Main Page: Choose to display mini calendars above the main 

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. 

 
 
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. 

 
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. 

 
 
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. 

 
 



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 

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

 
 



Users 
Add and edit calendar users. 
 
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. 

 



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. 

 


