CITY OF ORILLIA COMMUNITY CALENDAR PUBLIC INSTRUCTIONS
Creating Your User Account:
Visitors to your site who wish to post events to your public calendars will need to register for a
User account. Members of the public can create a User account by following these steps:
1. Go to the calendar website and click the Submit an Event button.
2. Select the “I do not have an account and would like to create one” button.
3. You will be taken to the Create Account screen. Here you can fill out the Create Account area
of the page to add a new account.
First Name

The user’s first name.

Last Name

The user’s last name.

Email

The user’s email address.

Confirm Email

Retype the contents of the email field exactly.

Password

Enter a password to use for this Calendar.

Note that passwords must be at least eight character in length, must have one letter, one number,
and one special character (!@#$&*).
Confirm Password

Retype the contents of the password field exactly.

4. Once all the fields are completed click the Create Account button.
You will move to a message screen informing you that a confirmation email has been sent.
5. Navigate to your email and open the message sent by the City of Orillia calendar tool, then click the link
inside the message. You will be returned to the calendar and another message will appear confirming
the account was created successfully. You should now be able to submit events for approval.
Editing your Account
Your account keeps track of both your login information (user name and password) and your
subscription data. To edit the information associated with your user profile:
1. Go to the calendar website and click the Submit an Event button
2. Login to your account by selecting the “I already have an account and would like to login”
button.
3. From the welcome screen click the My Account button on the top menu.
4. Make any changes necessary to the profile information and click the Update Account button to
complete the process. A success message will appear at the top on the screen.
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Event Management
The primary purpose of the calendar application is to post and manage events. In the following sections we talk
about adding, modifying and removing events, as well as the approval process which allows for control over what
appears on your calendars.

Adding Events
To add an event to the calendar:
1. Navigate to the calendar page and click the “Submit an Event” link in the upper right corner of the screen.
see Figure 3-1

Figure 3-1: The Submit an Event Button
Note that some calendar layouts may vary slightly from the image shown above.
2. The Sign In page will open. If you already have an account sign in using the “I already have an account and
would like to login” button. If you don’t already have an account use the “I do not have an account and
would like to create a new one” button and follow the procedure found under the “Creating User
Account” section. You will have to respond to the confirmation email before you can post to the calendar.
3. When the welcome page appears click the Submit an Event button at the top of the interface. see Figure 3-2

Figure 3-2: The Submit an Event Button
4. Complete the event details form. Note that the fields may vary from calendar to calendar. These are some
of the more common options that may appear:
This event does not
have an end time

Check this box if the event has no end time or continues for an unknown
duration (such as some council meetings). This will remove the End Time field
form the event details.

Start Date

The start date of the event. Clicking in the field will open a date selector.

Start Time

The start time of the event. Clicking in the field will open a time selector.
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End Time

The end time of the event.

Multiple Dates / Times Clicking this check box will open an interface that allows the input of multiple
dates and times. For more information see the section “Recurrences and Multiple
Events”, below.
Recurrence

Clicking this check box will open the recurrence tools and allow the user to set a
time interval. Use the recurrence tools to define repeating events that share the
same general information. For more information see the section “Recurrences
and Multiple Events”, below.

Calendar

Select the calendar on which the event will appear. Some calendars may have
different field sets, depending on their purpose.

Event Title

The title of the event. This will appear on the events list next to the date.

Category

Check the categories the event will belong to. Categories are used primarily as a
filtering tools to help your visitors narrow their searches.

Event Host

Enter the host of the event. Hosts can be individuals, organizations, or
departments, as required.

Event Details

Enter a description of the event, along with any other information that might not
be covered by the other fields. Some formatting tools are provided but text can
also be pasted from an outside source.

Event Contact

Enter the name of the primary public contact for the event. This could be an
individual but is more likely to be an organization or department.

Location

Enter the name of the event’s location. Parks, community centers, and arenas are
common choices. Some calendars may include predefined locations that can be
selected using a drop down menu. In these cases address information will be
filled in automatically based on the settings of the selected location.

Address

Enter the street address of the event.

City

The city in which the event will occur.

Province

The event location’s province.

Postal Code

The postal code corresponding to the event’s address.

Email

Enter the email address of the event’s primary contact.

Phone Number

The phone number of the event’s primary contact.
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Website

The URL of the events website. You must include "http://www." in the address.

Fee

The cost for the event. In some calendars this is a required field, so for free events
enter 0.

Facebook Link

The URL of the Facebook page associated with the event.

Twitter Link

The URL of the Twitter feed associated with the event.

Instagram Link

The Instagram address associated with the event.

YouTube Link

The URL of the YouTube channel or specific video associated with the event.

Attachments

Click the Browse button to select attachments from your local drive or shared
network, and then click Upload to add them to the event.

Image Upload

Click the Browse button to select an image from your local drive or shared
network, and then click Upload to add it to the event. Note that some calendars
may not have this option.

Email Digest Options

This tool allows you to select how the event will be treated by your subscription
service. “Deliver with Weekly Scheduled Digest” will cause the event to be added
to your pre-scheduled outgoing email update. “Deliver Immediately” will cause
the item to generate its own email update that will be sent out when the item is
published. “No Delivery Required” will prevent subscriber emails from being sent
out.

5. Click the Preview button at the bottom of the events fields and you will be taken to a representation of
how your final event will look on your live site. Look over the information to assure that everything is
correct.
6. Click the Submit button at the bottom of the screen to complete the process and add your event to the
calendar. If you found any errors you can click the Back button to return to event details and make
corrections as necessary.

The calendar will automatically send an email alert to all relevant calendar administrators when you add an
event (administrators do not get approval emails). For more information see “Event Approval” later in this
manual.

Editing and Canceling Events
You will only have the ability to modify your own events. Administrators have access to cancel or modify any event.
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To modify or cancel an event:
1. Go to the calendar website and login using the Submit Event button.
2. From the welcome page click the My Events button at the top of the interface. see Figure 3-3

Figure 3-3: The My Events Button
3. A list will open displaying all the events you have created, along with their details. From here you can edit,
copy, or cancel an event using the controls at the end of each item line.
To access events on other calendars use the Events pulldown and select the desired category.
Note that if you make edits to a calendar item that requires approval it will have to be re-approved before it will
appear on the live calendar.

Recurrences and Multiple Events
In addition to single date and time events the calendar tools allow you to post events that have multiple or
recurring times. These events are added identically to other events; however, each recurrence has an individual
date, start time, and end time.

Adding Events with Multiple Dates and Times
To add an event with multiple dates and times:
1. Follow the procedures outlined under “Adding Events”, above. When you reach the “Multiple Dates and
Times” checkbox, select it.
2. A new set of fields will appear where you can fill in the start date, start time, and end time. Note that the
fields provided are for the second event, with the first being set in the original fields at the top of the
event information area.
3. You can continue to add additional events by clicking the add icon at the end of the time fields. see Figure 34

Figure 3-4: The Add Event Button
There is no limit to the number of additional event times that can be added using this method.
4. Once you have completed adding your additional dates and times complete the process by following the
remaining steps under “Adding Events”, above.
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Adding Recurring Events
Recurring events are identical to events with multiple dates and times except that events repeat in a regular
sequence. Using these tools it is also possible to create events that recur but have exceptions or irregularities.
To add a recurring event:
1.

Follow the procedures outlined under “Adding Events”, above. When you reach the “Multiple Dates and
Times” checkbox, select it. The “Recurrence” checkbox will appear.

2. Select daily or weekly from the drop-down. For daily events specify how often the event repeats and the
end date of the recurrence. For weekly events enter how often the event recurs week to week, and the
days on which it repeats, as well as the end date.
3. Click the Apply button. A list of times will be auto-generated, with one entry for each recurrence. These
are identical to the individual events created when adding events with multiple dates and times.
4. Go through the list of recurring events and edit or delete any that are exceptions to the pattern.
5. Once you have finished editing your recurring events complete the process by following the remaining
steps under “Adding Events”, above.

Event Approval
Events added by Users (the public) must be approved before they will appear on a public calendar.
When an event is added to a calendar Calendar Administrators will receive an email notification alerting them
that there is something waiting for approval.
Allow 3 business days for the approval process.
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Subscriptions

The calendar application provides users with the option to subscribe to receive automated updates. This allows
users to be kept continuously up to date on new events, changes, and cancelations through automatic emails.

Subscribing to a Calendar
To subscribe to a calendar:
1. On the calendar page click the Subscribe button (usually found at the upper right).
2. A Subscribe page will open. Fill in the general information as required.
3. In the “Subscribe To” section at the bottom of the page select the calendars and categories to which you
would like to subscribe.
4. Click the Submit button to complete the process. You will be taken to a confirmation screen explaining the
activation process.
5. An email will be sent to the subscription address containing a confirmation link. You must click on this link
to begin receiving updates from your selected calendars or categories. If you do not click the confirmation
link you will receive no further emails.
Each event email that you receive in the future will contain an unsubscribe link. If you no longer wish to
receive updates click this link and follow the instructions to be removed from the list.

Subscribing to an Event
Rather than subscribe to an entire calendar it is also possible to subscribe to a single event. Event subscribers will
receive an update if the event is modified.
To subscribe to an event:
1. Examine an event’s details by clicking on it in the search results list or the calendar grid.
2. Click the Subscribe button at the upper right of the screen.
3. Fill in the general information as required.
4. In the “Subscribe To (Events)” section select the event to which you would like to subscribe (it should be
checked by default).
5. Click the Subscribe button to complete the process. You will be taken to a confirmation screen explaining
the activation process.
6. An email will be sent to the subscription address containing a confirmation link. You must click on this link
to begin receiving updates from your selected calendars or categories. If you do not click the confirmation
link you will receive no further emails.

