@.

WEB SERVICES

MCPS Web Publishing System (Tron) Training

Working with Content — Basics of Calendars

Basics of Calendars

In this document:
1. How calendar information is displayed
2. How do I add an event to my Calendar?
3. How do I update an event in my Calendar?
4. How do I move an event in my Calendar to another date?
5. How do I delete an event from my Calendar?

How calendar information is displayed

One important thing to

remember about your school's B =l > By B e A
Tron web calendar is that ' = \ NG EE|@_E@
there is only one calendar and ... OB Ete
one way to edit your calendar. , RESPECTEUL, SAFE AND P
However, there are many
ways to display the HOME = ABouT Us 1t . 1y CALINDA
information from your '
calendar.

ROLLING TERRACEES CALENDAR

One way your calendar
information is displayed is on

Calendario en espaiol

your calendar page. This  AllEvens
display includes a table ”ﬂ”h‘ﬂ
calendar and links to specific « PrsAgiems
views of your calendar by « School Events
event type « Special Events

4F today - Wr. b ay Week | Month |

PARCC 3rd Grade | PARCC 4th Grade

PARCC 5th Grade
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The other ways to view is the
Calendar List on your
homepage.

Rownte TerrA

'F"‘ WE ARE RESPONSIBLE, RESPECTEUL, SAFE AND P

h

The area outlined in yellow at
the lower right is the Calendar I
List. The Calendar List

usually displays all events g B S
occurring in the next 28 days. e
UPCOMING
PHONE: E‘JEN“

(301) 4317600

SCHOOL HOURS:
8:40 a.m. to 3:05
p.m.

MONDAY, JUNE 15
Last day of school
for students - Early

PRINCIPAL: release, K-12
Mrs. Jennifer Connors
W Follow @RTPrincipall TUESDAY, JUNE 16
Professional day
ASSISTANT for teachers
PRINCIPAL
Ms. Holli B. Swann Rolling Terrace

X View Full Calendar
Elementary is a A

cnhnnl wharn

How do | add an event to my Calendar?

1. After logging into Tron, go to the Calendar page on your site.

2. DOUb'B CliCk Inside the ) today ~ HY-205 Week FMm‘wth
square of the date on which Sun Mon Tue Wed Th Fi sat
you want to add an event. *® 7 * = * o Mey :

PARCC 3rd Grade PARCC 4th Grade

PARCC 5th Grade

g 4 5 [ 7 8 9

PARCC 3rd Grade ~ PARCC 4th Grade PARCC 3rd Grade ~ PARCC 4th Grade

PARCC 5th Grade PARCC 5th Grade
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
Holiday - ]
31 01 Jun 2 3 4 5 6
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4. The Edit Event window Recumnce | Taonomy | oasan |
will appear in place of the -
calendars.

(A bB@@m9- o Prrrsisp [P Q- EEFFIFTFINZAAGD

e Type in the Event Title
(required) and Location
(optional).

e Add a Description
(optional).

e Select Start and End Times
or All day (requird).

|@E-sa2 L b vEaann a4

R ]

Select Calendar to insert this event into: -
System Calendar: Baker MS Cadendar (TD: 23031)=]

Start time 5/13/2015 |5

| &ll Day

5. Click the Taxonomy tab.

Taxonomy

6. Click on the ' plus sign

Event Recurrence Metadata &

= B school Calendar Events

Cancel

Edit Event
Event Recurrence Metadata &

to expand the School Calendar
Events Taxonomy.
7. Click on the event type that
describes the event.

Using the Taxonomy event
types allows filtering the view
of the calendar. For example,
you can view Athletics events
only or all events. Selecting
an event type “tags” the event.

School Calendar Events

» ~Clart

= ~[Cathletics Events

= ~{Bell Schedule

= -{Field Trips

= OMusic

= {school Events

» ~CIpTSA Events

= -{Ispecial Events

» -[VIStaff Events

= "'DTastmglExams

» ~{Theatre

= DCummumty Events
= ~{lafter School Activities

=l

Save
8. Click on Save to save the Calendar event.

9. The event will now appear on your calendar. The changes will appear on your school web site
wherever calendar information for that date is displayed. (See "How calendar information is
diplayed" at the beginning of this document.)
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How do | update an event to my Calendar?
2. Double click on the title of
the event.

[Sip]

14 1

Test Event » *
Test Event

Tirne: All day

download more i
22
3. Edit the details about the
event. Recurrence  Taxonomy ~ Metadata &
Title: Test Event
4. Click on Save. N
= (6 DB B@I- &0 SYnp I PO (S EEE=E===SZ08
B-=5=thd>rvEaancE]
5. The changes will now
appear on your calendar. The
changes will appear on your
school web site wherever
calendar information for that
date is displayed. (See "How
calendar information is EARE -
diplayed" at the beginning of Cmrr e e o TE e s
this document) srart tne /R
[#] All Day
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How do I move an event in my Calendar to another date?
1. After logging into Tron, go to the Calendar page on your site.

2. Double click on the title of

the event. 13 1
Test Event
Test Event
Time: All day
20 download more
2. Next to the Date, click on
the Select Date icon .
m Recurrence: Taxonomy Metadal; W
Titla: Test Fvent
p.;.. I:‘;h:; BE 9 PwhStn g F @ EEFFEFIESARD
B2t v aaann=ad
s o @
Select Calendar to insert this event into:
System Calendar: Baker MS Calendar (ID: 23031)
Start tme 5132015 | 5|
s [ Ganest
5. The Select Date pop-up © 2015 May =

window appears. Su Mo Tu We Th Fr Sa
Click on the date you want (if T T T
it's in the same month), oruse 10 11 [ = 5 1
the arrows to select monthand 17 18 12 20 21 22 23
year. Then click on the date 24 25 26 27 28 29 30
you want to select it. o

6. The pop-up window closes, and the date changes in the Edit Event window.

Save
7. Click the Save icon.

8. The changes will now appear on your calendar. The changes will appear on your school web
site wherever calendar information for that date is displayed. (See "How calendar information is
diplayed" at the beginning of this document.)

Tron Training Materials: Working with Content - Basics of Calendars Page 5 of 6
July 2011



How do | delete an event from my Calendar?
1. After logging into Tron, go to the Calendar page on your site.

2. Mouse over the event you
want to delete.

— 14 15
3. Click on the red X r to

delete the event PR X
Test Event
Tirne: All day

download more

21

4. A warning box pops up.
Click OK if you want to
delete.

Confirm delete

Are you sure you want to delete this
appointment?

| ok || cance

5. The event will be deleted from your calendar. The changes will appear on your school web
site wherever calendar information for that date is displayed. (See "How calendar information is
diplayed" at the beginning of this document.)
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