
Guide to Editing an Event in EZWebCalendar.com 
 
To edit 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. You are only permitted to 
edit events that you have added to the system. The calendar administrator has access to edit all 
events. 

  
 
If you are already browsing the demo calendar you can login to edit 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 editing events to the system. 
 

 



 
To edit 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. 
 

 
 
Select an event to edit and click on the underscored Name of the event. This will take you to the event 
details page. 

 
To edit the event click on the Edit Event link and you will be directed to the event edit page. If you do 
not see the Edit Event link you did not enter this event in the calendar and cannot edit it. Please 
contact you calendar administrator if you need changes made to the event. Make the necessary 



changes to the event and click either the Update Event button (if you have changed required fields only) 
or click the Update button at the very bottom of the event details. 
 

 

 
 



 
After updating the event please return to either the Day view by clicking the View Day link or the 
calendar view by clicking Back To Calendar at the bottom left of the .  

 


