A quick look at the Community Calendar features available to Community Members...

This tutorial is to assist our community members to become familiar with the calendar search or find events, have
reminders emailed prior to the event, and to print or export events.

Main Calendar and Categories:

:j"'“fwgf'fu”ﬁ'rp — “Main Calendar  * Adult/Youth Classes & Youth Activities Calendar  * Ongoing Exhibils Calendar
WMon, Jan 31, 21 rom 3:30pm - 4:30pm
" Skl * Calgndar Tips for Community Members/Visitors * Calendar Tips & Widgets for Community Organizations
omework Help = —
Tue, Feb 1, 2011 from 3:30pm - 4:30pm This galendar is jointly maintained by volunteers from our Ouray County (including Ouray, Ridgway & Colona) non-profit organizations,
Chayfbers and local governments. To view events by categories, use the drop-down menu in the upper left of the calendar. Default
Ouray School Basketball Home Game vig/f is All Events Except for Classes & Youth Activities, which we know can be overwhelming--but we don't want you to miss anything!
Tue, Feb 1, 2011 at 4:00pm @ Curay School Gym T//view Classes & Youth Activities click on the tab above.
Town of Ridgway Weed Committee Meeting IV important Disclaimer | Y calendar Tips for Community Members & Visitors
Tue, Feb 1, 2011 from 4:00pm - 6:00pm @ Ridgway Town Hall
|
Climbing Wall Grand Opening | Login Search | Print |  expor | Help
Tue, Feb 1, 2011 from &:00pm - &:00pm @ Ridgway Secondary
School Gym
January 2011
Homework Help :""EA’ Go to today, January 29, 2011 ‘i:;"
VWed, Fetr 2, 2011 from 3:30pm - 4:30pm Subscribe: iCal / R55
Homework Help Selec, Cvrk Cateaory [ Clegories = “w|' |
Thu, Feb 3, 2011 from 3:30pm - 4:30pm ::EenefltsfFundralsers, ..l_GD Manth Week | Day List
Climhing Wall_Onan Gim ) 5 i
a 1 : S sday Wednesday Thursday Friday Saturday
Search For Calendar Churches/Spiritual Events 1 Mew Years Da
Classes
Rt R | Festivals B Free Events
Start Date End, Government Meetings (Ouray/Ridgway/County) 3 6 g 8
Mﬂnﬂ‘t Day Year | Meetings (non-government groups B orgs) 16ith Asiaial Oarav L6k Asianial Ourav 16th Annual Ouray
Jan El ngl 2011 E[ Museum & Library Events Ice Festival @ Ouray| Ice Festival @ OQuray | Ice Festival @ Ouray
] ] ; ibi Ice Park & various Ice Park & various Ice Park & various
: | Ongoing Exhibits {museums, art, etc.) o
‘Search Text . others around Ouray | others around Ouray | others around Ouray
Parfarmances Kids Clisnbi
V! =1 fads ighujigh=d
SRR e * Schools (Quray & Ridgway) Ca]lece @ Kids Wall
Zip Code Proximity Services for the Community @ the Ouray Ice Park
Find Events 2 Molintesrd 12 13 14 15
Within: Youth Actiivities | | b :
LT AT Oy | T wuray sonool At-Risk | Business After Ridgway Schoal's Ridgway High School | Full Moon Sk at
Default Main Calendar
tab view has these
categories pre-
selected
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A quick look at the Community Calendar features available to Community Members...

Homework Help
Mon, Jan 31, 2011 from 3:30pm - 4.30pm

Homework Help
Tue, Feb 1, 2011 from 3:30pm - 4:30pm

Ouray 5chool Basketball Home Game
Tue, Feb 1, 2011 at 4:00pm @ Ouray School Gym

Town of Ridgway Weed Committee Meeting
Climbing Wall Grand Opening

School Gym

Homework Help

*Main Calendar ,* Adult/Youth Classes & Youth Acfivities Calendar * Ongoing Exhibits Calendar

* Calendar Tips fgr Community Members/Visitors ™ Calendar Tips & Widgets for Community Organizations

Tue, Feb 1, 2011 from 4:00pm - §:00pm @ Ridgway Town Hall

Tue, Feb 1, 2011 from &:00pm - 8:00pm @ Ridgway Secondary

To view events
Except for Classi
menu to cust

categories, use the drop-down menu in the upper left of the calendar. The Main Calendar view is All Events
ize your view.

nt Disclaimer | Y Calendar Tips for Community Members & Visitors |

Youth Activities, and Ongoing Exhibits. This view is just Classes & Youth Activities. Use the category drop-down

Wed, Feb 2, 2011 from 3:30pm - 4:30pm

Homework Help
Thu, Feb 3, 2011 from 3:30pm - 4:30pm

LClimhing WWall _Onean G,

Search For Calendar Events
 Date Range
ﬁuyﬂh Day “Year
tan [+ ]|28[<] 2011 [<]
 Search Text
Search For Text:
- Zip Code Proximity

Find Events
Within:

- :

Choose

:1trmiles El

Clicking on this link jumps to the
calendar view with just classes and
youth activities turned on. You can
check or uncheck any categories you
wish from any view.

Web Calendar Tips For Community Members

| Login Search | Print | Export | Help
February 2011 —
Go to today, January 29, 2011 i
Subscribe: iCal / R3S e
sses, Youth Actiivities |Y| Go Maonth | Weel: | Day | List
,é Select / Unselect All | W : g Fril Saturd
Tuesda ednesday Thursda riday Satur
| Bensfits/Fundraisers | 2y S - i = = Y
| Sl L )
|| churches/Spiritual Events =
¥ classes with Picks — The “Your Little SomaSenzory Drawing the Digital Point and Shoot
il . Monet” - Patty Meditation Line with Photography with Rich
i Festivdls R Free Evants Eat a Poemn: Cake Playtime | (free/donation)| Meredith Durnan 8:00 am - 6:00
] Government Mestings (Ouray/Ridgway/County] | ith Six Post with Eentte 8:ooam-g:0o| Nemirov o:3c | pm @ TBA - check
] Meaetings (non-government groups & orgs) ftes with beth Sucne Pasek am @ am-i2:30pm [ www.weehawkenarts.org
ﬁ i : 11:00 am - 1;og | 1000 AmM = Integrative @_ AL Free Fly Tving Seminar
- Museumn B Library Events I‘\'EE?‘.a‘n'ken ‘1\1 ,_n_:!e gm @ {wan?em Ridgway 10:00 am - 12:00 pm @
|| ©ngeing Exhibits (museums, art, etc.) ¥ H]lg,.t Opera ::';_lé”ﬂ s old RIGS Fly Shop
et ouse idgway's
"] Performances SLE Photographv a o
L : P choolhouse
= ith Rich Durnan | Beginning ]
"] sehools (Ouray & Ridgvay) I aino pin @ Enitting with | Wood, Water,
"] Services for the Community v location TBA - Linda Borof Rock: pa.ﬂ'_hl’.g
F 10100 am - Trees, Rivers,
] voluntesr! 970-318-0150 (y| 11:3°3m @ Snow, Clouds
[¥] wouth Actiivities [ Quray - call for| and Mountains
information in Watercolor
Karate in with Meredith
Ourav for Nemirov g:30
Youth with I 1220
- @ Weehawken

< 1/30/11

»

m




A quick look at the Community Calendar features available to Community Members...

AL, JAIT 23, 20 1T At 3. O0pTT I Mag Y SECOmaary SC oo oy

Homework Help
Mon, Jan 31, 2011 from 3:30pm - 4:30pm
Homework Help

Tue, Fel 1, 2011 from 3:30pm - 4:30pm

Ouray 5chool Basketball Home Game
Tue, Feb 1, 2011 at 4:00pm @ Ouray School Gym

Town of Ridgway Weed Committee Meeting
Tue, Feb 1, 2011 from 4:00pm - &:00pm @ Ridgway Tewn Hall

Climbing Wall Grand Opening
Tue, Felx 1, 2011 from 6:00pm - 8:00pm @ Ridgway Secondary
School Gym

Homework Help
Wed, Feb 2, 2011 from 3:30pm - 4:30pm
Homework Help
Thu, Felx 3, 2011 from 3:30pm - 4:30pm

Clioahina Wlall

Onan Cum

Search For Calendar Events

Date Range
Start Date End Date
Month  Day Year

Jan [v| 29[+ 2011[+]

Search Text

Menth Day “ear

Apr (=] 29[+ ] 2011]+]

Search For Text:

Zip Code Proximity

Find Events
Within:

of Zip
Code:

10 mies [ |

Categories

* Main Calendar

* Calendar Tips for Community Members/Visitors

* Adult/Youth Classes & Youth Activities Calendar

* Calendar Tips & Widgets for Co

* Ongoing Exhibits Calendar

unity Organizations

To view events by categories, use the drop-down menu in the upper left of the calendar.
Except for Classes, Youth Activities, and Ongoing Exhibits. This view is just Ongoing Exhibit

customize your view.

I\ Important Disclaimer | FsY Calendar Tips for Community Members & Visitors

he Main Calendar view is All Events
se the category drop-down menu to

| Login

Save As
Favorite

Select Event Category/Categories
Ongoing Exhibits (museums, art.

v|'Zin:v

Search

= O] select / Unselect All
| Benefits/Fundraisers
1 Churches/Spiritual Events

Classes

Festivals & Free Events

Government Meetings {Ouray/Ridgway/County)

Meetings {(non-government groups B orgs)

Museum B Library Events

EOoOoOocOoooOo

Ongoing Exhibits (museums, art, etc.)

“|

erformances
chools (Ouray B Ridgway)
rvicas for the Community

vilunteer!

oOooO

Yol)th Actiivities

| Print | Export Help

- May 2011

Go to today, January 23, 2011 e
Subscribe: ical / RSS =
Select View
Month | Week | Day | List
sday Wednesday / / Thursday Friday Saturday
4 ' 7
"A Century of Quray | "A Century of Ouray "A Century of Quray
County Farming and County Farming and County Farming and
Ranching: 1875- Ranching: 1875- Ranching: 1875-
1975", Special 1975". Special 1975", Special
Exhibit 10:00 am - Exhibit 10:00 am - Exhibit 10:00 am -
4:30 pm @ Ouray 4:30 pm @ Ouray 4:30 pm @ Ouray
County Museum County Museum County Museum
11 12 13 14
"“A Century of Ouray "A Cenfury of Ouray "A Century of Ouray
County Farming and County Farming and County Farming and

15

exhibits turned on.

Clicking on this link jumps to the
calendar view with just ongoing

Ranching: 1875-
1975", Special
Exhibit 10:00 am -
4:30 pm @ Ouray
County Museum

Ranching: 1875-
1975". Special
Exhibit 10:00 am -
4:30 pm @ Ouray
County Museum

Ranching: 1875-
1975", Special
Exhibit 10:00 am -
4:30 pm @ Ouray
County Museum

19

20

Web Calendar Tips For Community Members
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A quick look at the Community Calendar features available to Community Members...

For all users to export,
instructions in window. Can
export by date range and
event category to various
formats.

For all users to do a
single keyword search
(advanced search is in
left column)

For all users to
print

For authorized
groups to add/edit
events

Search Print Export

Help for everyone.

December 2010
=i i e A !
P | January 2011
5|67 |89 |10/11 5“ 'Ei Go to today, January 6, 2011 GoTo
12 |13 |14[15|16|17 18 | Subscribe: ical / RSS Diate
19 |20|21|22|23| 24|25
26|27 |28/ 29|20/ 21
hall o eek:| Day | List
Sunday Wednesday Friday

Users can select to display all
events, or by one of 13 categories

in cluding Classes; Free Events & Save Calendar pagg n 6
N . A your browser favorites
Festivals; Benefits/Fundraisers;
Performances, Meetings (non-
government), Government
Meetings, Volunteer!, Schools,
Youth Activities, 11 12 13
Museums/Libraries, Users can get calendar
Churches/Spiritual Events, updates for all events
Ongoing Exhibits in Outlook, Blackberry,
Palm, etc via RSS or
Martin Luther King | 18 19 20 ical
E.E-\.r.
23 24 25 26 27 28

User can select their
own view preference.

February 2011
o D R R R
| 1r|2|32|4|5
6|7 |8 |9 |10{11{12
16|17 /181a

Jump to a specific date

20[21]
27 28

1 Mew ears Day

20
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A quick look at the Community Calendar features available to Community Members...

Choose

I Locatiai Text

[- Location State/Province Login Search Print Export Help
Nams :
'||. ] Zip/Postal February 2011 April 2011
| Strest Coda S O . ~ 2N 50 I N R EE T S
| Address [ [d]2[3la]5 e s March 2011 GoTo [ [ [ | [1]=
Country 6|7 8] = [10]11]12 Favors Go to today, January 8, 2011 e 3(als|s[7]8]®
1314 1516/17 1819 o  Subscribe: ical / RSS s 101112 13 14 1516
2021 22 23 24|25 28 : o 17 11819 20 21| 22 23
27 |28 Select Categary Select View 242526 27| 28/ 29|30
All - Go Month | Weel | Day | List
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5
6 7 8 9 10 1 12
4th Annual Wine
& Whiskers
Carnival Hosted
by Second Chance
Humane Society
6:00 pm @ Ouray
County 4-H Event
Center
13 14 15 16 19
Click on the Event Title
20 21 22 23 to get more info 26
27 28 20 10 3
Legend: 0 Benefits/Fundraisers 0 Classes O Free Events B Festivals
Meetings (Governments, School Boards, o Parformances o Volunteer!
Orgs, Etc)
Web Calendar Tips For Community Members . 1/30/11 * Page5




A quick look at the Community Calendar features available to Community Members...

& 4th Annual Wine & Whiskers Carnival Hosted by Second Chance Humane Saciety - .. [ =HC ﬁ]
AN

4th Annual Wine & Wh
Hosted by Second Chan
Society

Download this event Email this event

Close Window

Detailed Info pops up

Date: Saturday, March 12, 2011 in another window.

Start Time: 6:00 pm
{Time Zone: US/Mountain}

Location: Quray County 4-H Event Center (map)

Category: Benefits/Fundraisers
Description

Second Chance Humane Society is hosting the 4th Annual Wine and Whiskers
Carnival. This Mardi-Gras themed fun{d)-raiser includes complimentary wine and
beer (2 drinks per person), decadent chef samplers from local chefs throughout
San Miguel and Ouray Counties, cash bar, a live and silent auction stocked with
over 300 items and the sizzling and dazzling Fashion Cabaret! The evening
concludes with dancing to the eclectic tunes of D] Antone. Tickets are only
$40.00 at the door or in advance at the Second Chance Thrift Shop. Visit
www.secondchancehumanesociety.org or call ©626.2273 for further details.

Contact: Kelly
Email: kellv@adoptmountainpets.org
Phone: Goodin

More Info: h
Click here to email

Location Details the organizer.

Curay County 4-H Event Center
22739 Highway 550
Ridgway CO 81432 US

Click here to go to the
organizer's web site.

Location Contact: Susan Long
Location Phone: =i~ 970-626-3304

Set Reminder \
Print Page

/L

Click here to open the
window below...

/)rsfpcpremind.p... l = | (=] |_-E?-]1

r

4th Annual Wine & Whiskers
Carnival Hosted by Second Chance
Humane Society

Set Email Reminder

Send reminder 1 week -+ before this event

Send reminder to this email addre

lynn@mtngeogeek.com

Set the reminder time,
enter your email, and
the calendar will email
you an event
reminder...

Set Reminder | | Back |

Web Calendar Tips For Community Members . 1/30/11
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A quick look at the Community Calendar features available to Community Members...

= F!an:&arch For Calendar Events Ouray C Ounty, CO lorado

Start Date End Date

0w o oo Community Calendar

Uan [=]j8 [=fi20ti[w] [war [2] 31 [e] 2011 <]

e You may need to expand
Search Text Found 1 Events the date range for your
h I ) " = -
B 20 oo (click on event for details) T}us Project Sugg » SearCh.
Zip Code Proximity

'I Find Events. 10 mi El
: Within: = alendar Tips for Community Members

Categoriss
Choose i £
our non-profit organizations, Chambers and loeal governments.
Locations
Choose
Location Text
i Location State/Province
. MNams
] Zip/Postal March 2011
Street Code 5 M T W T F S
Address | 1| 2|3]14]5
Cauntry GoTo 6|7 [8]9|10[11[12
|| CityTown Date 12 141516 17 18/19
| 2021 22|23/ 2425 26
27(28/23/30 31

Search For Events

Use advanced search to
enter multiple key words,
search by category and
date range, etc. Results
pop up as above.

Select how far away to
include events.

Click on the titles of found
events to get a pop-up with
expanded information.

Web Calendar Tips For Community Members ~ *  1/30/11 «  Page7



A quick look at the Community Calendar features available to Community Members...

IN OURAY COUNTY

Location!

Event Center

Rock Climbing Competitiol
Sat, Jan 29, 2011 from 10:00am - 2:00p
School Gym

Ridgway High School Basketball Home

Homework Help
Mon, Jan 31, 2011 from 3:30pm - 4:30pm

Homework Help
Tue, Feb 1, 2011 from 3:30pm - 4:30pm

Ouray School Basketball Home Game
Tue, Feb 1, 2011 at 4:00pm @ Ouray School Gym

Climbing Wall Grand Opening

School Gym

Homework Help

Wed, Feb 2, 2011 from 3:30pm - 4:30pm

Homework Help
Thu, Feb 3, 2011 from 3:30pm - 4:30pm

Climhina Wall __Onan Gum

Search For Calendar Events

Date Range

Start Date End Date

Menth Day Year Month Day
Jan [w]|29[w] 2011 [w] | Apr [w]|28]~]

Search Text

UPCOMING COMMUNITY EVENTS

Early Blood Draw & Community Health Fair - New

Sat, Jan 28, 2011 from 7:00am - 11:00am @ Ouray County 4-H

Sat, Jan 29, 2011 at 5:00pm @ Ridgway Secondary Sch

Town of Ridgway Weed Committee Meeting
Tue, Feb 1, 2011 from 4:00pm - §:00pm @ Ridgway Town Hall

Tue, Feb 1, 2011 from 6:00pm - 8:00pm @ Ridgway Secondary

4 " Submit an Event
ounty, Colorado

Salendits ® Partcipatng Organizatons ‘

— Things To Do

Follow Ouray County

The scrolling Upcoming Events list. The
list will show up to 50 events that are
within the next 100 days.

*Main Calendar

|
| Search | Print | Excport Help
- February 2011
Save As Go to today, January 29, 2011 Go To
s Subscribe: iCal / RSS e
Select Event Category/Categories Select View
Benefits/Fundraisers, ¥ Go Month ‘ Week | Day | List | |
i . |
Sunday Monday Tuesday \iQr Thursday Friday Saturday
1 2 5
Homework Help 3:30 | Homework Quray School "La Boutique"
pm - 4:30 pm pm - 4:30 pm Basketball Home Game| Ballet
Quray School 4:00 pm @ Ouray
Basketball Home Game| School Sym Performance by
Year 4:00 pm @ Quray Weehawken |
2011 Schoal Gym . . 7:00 pm -
[=] T  Ridave: Click on any event title for more
own of Ridgway
Weed Committes .
Meamting doni oo - event info.. a

Web Calendar Tips For Community Members . 1/30/11
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A quick look at the Community Calendar features available to Community Members...

Community members and participating organizations may suggest an event by using the SUBMIT AN EVENT wizard:

First, Click on the "Submit an Event" link as below.

H UPCOMING COMMUNITY EVENTS
i IN OURAY COUNTY

Early Blood Draw & Community Health Fair - New
Location!

Sat, Jan 28, 2011 from 7:00am - 11:00am @ Ouray County 4-H
Event Center

. %|
County, Colorado
. \:" B, r "/ &
unity Calendar

Rock Climbing Competition
Sat, Jan 28, 2011 from 10:00am - 2;00pm @ Ridgway Secondary
School Gym

Ridgway High School Basketball Home Game

Sat, Jan 28, 2011 at 5:00pm @ Ridgway Secondary School Gym

Homework Help * Main Calendar  * Adult/Youth Cla

Mon, Jan 31, 2011 from 3:30pm - 4:30pm
* Calendar Tips for Communil

alendar * Ongoing Exhibits Calendar

First, click here to submit
an event to add to the
calendar.

Homework Help
Tue, Feb 1, 2011 from 3:30pm - 4:30pm

This calendar is jointly maintaine
Chambers and local governments.\
Ouray School Basketball Home Game view is All Events Except for Class
Tue, Feb 1, 2011 at £:00pm @ Ouray School Gym To view Classes & Youth Activities cli

Town of Ridgway Weed Committee Meeting

I} important Disclaimer | 's1 Calendar Tips for Community Members & Visitors
Tue, Feb 1, 2011 from 4:00pm - 6:00pm @ Ridgway Town Hall

Widges ler Comtpnily Osganizslions SE

Ouray, Ridgway & Colona) non-profit organizations, |
down menu in the upper left of the calendar. Default i
verwhelming--but we don't want you to miss anything!

Climbing Wall Grand Opening | Login | Search | Print | Export Help
Tue, Feb 1, 2011 from 6:00pm - 8:00pm @ Ridgway Secondary
School Gym

- January 2011

Homework Help Save As Go to today, January 29, 2011

Favorit | & f
Wed, Feb 2, 2011 from 3:30pm - 4:30pm Subscribe: iCal / RSS
Homework Help Select Event Gategory/Categories

Benefits/Fundraisers, ¥  Go

Thu, Feb 3, 2011 from 3:30pm - £4:30pm

Select View

Climhina \Mall__Onan Gum = Sunday Monday Tuesday Wednesday Thursday

Friday

Search For Calendar Fuents

Please fill out the pop-up form and give the details of date/time/place/cost/ and a concise description. Please chose the category you think is most appropriate.

If you are not sure we will help you. Include enough detail so that community members/visitors will know what to expect and come! Don't forget to scroll

down to the bottom of the pop-up form.

Web Calendar Tips For Community Members .

1/30/11
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A quick look at the Community Calendar features available to Community Members...

e e w5

ﬂ UPCOMING COMMU & Suggest Calendar Event - Wlndows Internet Exp\or;r [EM
i IN OURAY C: -
Suggest Calendar Event T

* Submit an Event

Early Blood Draw & Community

R s — . v e
Locat"i?' . Use this form to suggest an event to be placed on our calendar. The Pamclpauﬂg Orgamzanonﬁ

Sat, Jan 29, 2011 from 7:00am - 11:00am calendar administrator will be notified of your suggestion and review !
Event Center your submission for approval. Please include accurate contact !

Sat, Jan 28, 2011 from 10:00am - 2;00pm i@

m

information so we may contact you if there are questions. . .
Rock Climbing Competition v v q E e 'I‘lllng§ TU DU

> Fallow O County
School Gym I Communi Cr:ILﬂarnn
Ridgway High School Basketball Your Contact Information (will not appear in calendar event) I

g Full Name™
Sat, Jan 29, 2011 at 5:00pm @ Ridgway Se| |

Homework Help
Mon, Jan 31, 2011 from 3:30pm - 4:30pm

T a— clivities Calendar * Ongoing Exhibits Calendar

lendar Tlps & Wldgets for Communlfy Organlmhnns

Homework Help

Tue, Feb 1, 2011 from 2:30pm - 4:30pm Phone Number ty (including Ouray, Ridgway & Colona) nan-profit organizations,

the drop-down menu in the upper left of the calendar. Def?m!t ‘

Ouray School Basketball Home G n be overwhelming--but we don't want you to miss anything!

Tue, Feb 1, 2011 at 4:00pm @ Ouray Scho Organization

Town of Ridgway Weed Committ

Tue, Feb 1, 2011 from 4:00pm - 6:00pm .
E P MNote to Calendar Administrator

Climbing Wall Grand Opening o
Tue, Feb 1, 2011 from 6:00pm - 8:00pm @ Next, enter all the event details in
School Gym the pop up window to the left.

Homework Help b%
Wed, Feb 2, 2011 from 3:30pm - 4:30pm Don't forget to scroll down.

Homework Help [l

Thu, Feb 3, 2011 from 3:30pm - 4:30pm Event Information (will appear in calendar event) Administrators will accept the
Clisahing 1ifall _Onan Gum Il Event Title* We\ event and add it to the calendar
shortly.
Search For Calenda )
Select Category For This Event |

Dats Rangs Let The Calendar Administrator Assign Category |Z| |

Start Date End Dall -Is 6 =

Month  Day  Year By | | | 16th Annual Ouray 16th Annual Ouray 16th Annual Ouray

Administrators will accept the event, usually within a few hours, and will save it to the calendar. The event will appear when this category is "checked" in all of
the OurayCountyColorado.org calendar and all other web sites that embed this calendar or its widgets on their own organizations' sites. It will be able to be
found when users are searching the calendar with the search utility and will show up on the "Upcoming Community Events" scroller as soon as the calendar
administrator's accept it. You will get an email when the event is formally accepted by the administrators and added to the calendar.

Web Calendar Tips For Community Members . 1/30/11 +  Page 10



A quick look at the Community Calendar features available to Community Members...

FILLING OUT THE SUBMIT AN EVENT pop up --

r —
“_,é Suggest Calendar Event - Windows Internet Explorer

The Event Submitter's info goes
here. This will allow the calendar
admin to contact you directly if
there are questions.

Suggest Calendar Event

Use this form to suggest an event to be placed on our calendar. The
calendar administrator will be notified of your suggestion and review
your submission for approval. Please include accurate contact
information so we may contact you if there are questions.

Your Contact Information (will not appear in calendar event)
Full Name™

Email Address™

Phone Number

Special notes to the calendar
administrator can go here. These
are not going to be displayed on

the calendar.

Organization

MNote to Calendar Administrator ‘_}_

Event Title as it will appear on the
Calendar. Be concise but specific.

Event Information (will appear in calendar event)

Event Title™ I

Select Category For This Event
Let The Calendar Administrator Assign Category |Z|

Drop-down menu to chose event
category. Only one category per
event.

Web Calendar Tips For Community Members . 1/30/11 Page 11



A quick look at the Community Calendar features available to Community Members...

Repeating Events -- Save time by using the repeating events options.

The default is "No Repeat"

—
ESuggest Calendar Event - Windows Internet Explorer E@éj

s

Month Day  Year

St 02t [aniany[] 2[7] 20[e] ——— |

Time Options: [| All day event [] No end time

[

]

Chose start date. For repeating or
multi-day events see below.

Stgrt Hour Minute AM/PM gnq  Hour Minute AM/PM

Time* |08[~] 00[=] |am|+| Time* 09|~] 00[~| am[~]

Select Repeat Type:

[Norepeats B4
Description  _
| m

Default. Drop-down menu for
other options.

Web Page Link (optional, go to for more event information)

Web Calendar Tips For Community Members . 1/30/11 Page 12



A quick look at the Community Calendar features available to Community Members...

For multi-day events (like a 3-day weekend, or week-long event) repeat the event Every Day:

& Suggest Calendar Event - Windows Internet Explorer l =NREN X

~

Event Information (will appear in calendar event)
Event Title™
lce Festival

Select Category For This Event
Festivals & Free Events E

[y Month Day  Year
DA anuary  [+] [31]7] [2011[+]

Time Options: [] All day event [| No end time

Start Hour Minute AM/PM gqq  Hour Mi

Time* |08[~| 00[=| |am[+| Time* |og

w
3
(]
m

Select Repeat Type:
Every day

End Month Day Year

Date* February El 4 El 2D'I'IE

Description

Come experience ice exhibitions, <
competitions, clinics, and family fun.

Web Page Link {optional, go To for more event information)
I http:ffwww.icefestival.org I

Event Location

For multi-day events choose "Every
Day" repeat type. Then choose end
date. The event will appear
identically every day on the
calendar through the end date.

Enter an enticing description. Cost,
attractions, schedule or agenda,
etc.

Enter a link to a web page in the
format
"http://www.eventinfo.com"

You can also link directly to a pdf or
file that is posted on the web.

Web Calendar Tips For Community Members . 1/30/11 Page 13



A quick look at the Community Calendar features available to Community Members...

Meetings or events can be repeated by day of the week, week/day of the month, date of the month, annually, etc. Use the drop down list. Here is an example
of a Regular Town Council meeting that occurs on the first Wednesday of every month:

-

@ Suggest Calendar Event - Windows Internet Explorer =RRE X

-~

Event Information (will appear in calendar event)
Ewvent Title™
Ridgway Town Council Meeting

Select Category For This Event
Government Meetings (Quray/Ridgway/County) E|

R Month Day  Year
DA Febmary [+ [9 [#] [2011]7]

Time Options: [] All day event [[] No end time
Start Hour Minute AM/PM gnq  Hour Minute AM/PM

Time* |08[~] 00[=] |am[=]| Time* 09[~]| 00[~] [am[~]

Select Repeat Type:

Monthly onthe.. [»| [first [ ‘ 

Choose days of the week I

COsu Cme C7u Mwe CTh Cer Esal

The custom options appear as the
repeat type is selected. This
government meeting is set to
repeat on the first Wednesday of

_— Month T e every month through 12/31/2011.

Date™ |December E| 31 E 201 E

Description

Ridgway Town Council. -

Bgendas and packet materials are posted =
online and are typically available from the
Friday or Saturnday prior to the meeting. -

The description directs those
interested to the Town's web site
where agendas and packets are

Web Page Link {optional, go to for more event information) posted

http:/fwww town.ridgway.co.us

Event Location

I mm b Bl —mm e
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A quick look at the Community Calendar features available to Community Members...

/& Suggest Calendar Event - Windows Internet Explorer \ " =RREN X

Event Location
Location Name

Street Input the Event Location details.

City

State/Province

Zip/Postal Code

Country

Event Contact

Contact Name )
Input the Event Contact details.

This may be different than the
contact info for the person who is
submitting the event.

Contact Phone

Contact Email

m

Click on the Send Suggestion button to send your request to the
calendar administrator for review and approval. Thank you.

’ Send Suggestion ] [ Cancel ]

€ Internet | Protected Mode: Off g v W100% -
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