UAEX New Calendar
Adding & Managing Events

IMPORTANT: Not all events should be entered into the Calendar, such as regular club activities. Acceptable club events
would be special events or at least county-wide events. Examples of acceptable events: county 4-H award banquet, a
large club fundraiser, district O’'Rama, etc.

Employee Only (internal events) will be entered by Super Administrators only for district-wide, state-wide, national
events, etc.

Events that are multi-county or multi-department should be entered by whoever is hosting the event to avoid duplicates
in the Calendar.

NOTE: The event location and contact information must already be present in the calendar software before adding the
new event. The county extension offices, LRSO, UA System Office, research centers, and many other locations have
already been added. See instructions for Adding & Managing Locations & Contacts before adding a new event.

To link to the main calendar page, open an Internet browser and in the URL address enter oucalendar.uaex.edu.
You should see a screen similar to the one below. Click on Manage Events at the bottom of the left-hand column.
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Log in using your user name and Active Directory password.

< pubic vents acministet. N A
€« C' [ oucalendar.uaex.edu/caladmin/

@bedework

UserlD: dvaughan

Password: [« | | [ login

To add a new event: Click on the Add Event button.

Bedework Public Events Administration

You are bogged i as supsruser.
Common ant BdTUSRon i oSt pomed B3 @ tipa It sdmastat:

Add Conlact Add Location
Asd Evert
Ah U ’
" -
| == | )
Manage Evert: Marage Location:

Event search:
S —T
Limit: ® today forward © past dates © ol dates

Title: Enter the Title for your event and select Calendar: cals/MaincCal.

/ﬁ Calendar Admin: Public £ x

« € | [ oucalendar.uaex.edu/caladmin/event/showModForm.rdo

Bedework Public Events Administration

Calendar Suite MainCampus

Main Menu Pending Events Calendar Suite Users System

Event Information

[ Update Evem] [ Cancel ] [ Copy E\«'ent]

Title: Dianne’s Event

Calendar: calsfMamCEIE @ preferred ) all
Date & Time:  [all day

Start:
Date 20131209 [ [4 [=] 00[=] pm[=] @ America/Chicago [+]
End:
© Date
@ Duration @ |0 days|1 hours |0 minutes  or | [0 weeks

© This event has no duration / end date

Date & Time: Enter the date and time for the event and how long it is going to last. If an event lasts until a specific date
and time, you can select that option. If it has no duration or end date, you can select that option as well.
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Recurring Events:
If the event is recurring, select the recurring option and select show advanced recurrence rules.

When you click on the Frequency option, you can select to repeat the event a number of times, on specific days, within
certain months, etc.

With the show advanced recurrence rules checked, you have additional options under Interval for each selection.

Selecting “daily” allows you to repeat until a certain date or a number of days in certain months, etc.

Bedework Public Events Administration

Calendar Suite MainCampus

Main Menu Pending Events Calendar Suite Users System

Event Information

[ Update Event ] [ Cancel ] [ Copy Event]

Title: Dianne's Event
Calendar: Cals.l’MamCa\E @ preferred & all
Date & Time: [ all gay

Start:
Date 20131209 [ |4 [+] 0o[=] pm[+] @ |America/Chicago [~]
End:
© Date
@ Duration @ 0 days|1 hours|0 minutes . or | O 0 weeks

© This event has no duration / end date
Recurrence: @ event recurs © event does not recur

Recurrence Rules
show advanced recurrence rules

Frequency. Repeat:

T none @ forever © 1 time @ until 2013-12-31 ]
@ daily

© weekly Interval: every|3 day(s)

2 monthly

[¥lin these months-

[[1Jan £ FeblT Mad—] Apr [ May Jun
[Elul |:|Aug|:| Sed] Oct[T] Movl¥ Dec

© yearly

Selecting weekly allows you other options.

Recurrence: @ event recurs ) event does not recur

Recurrence Rules
show advanced recurrence rules

Frequency: Repeat:

) none 2 forever O 1 time @ until 2013-12-31 |
) daily

° weekly Interval-every|1 week(s) on

) manthly

[ sun EMon [ Tue Ewed [E Thy [ Fri [ Sat

select weekdays | select weekends

O yearly

Week start:| Sun E|



Monthly options:

Recurrence Rules
show advanced recurrence rules

Frequency: Repeat:
© nane © farever © |1 time @ until 2013-12-31 |
@ daily
- weekly Interval-every |3 manth(s)
@ maonthly

© yearly on|the third |Z| [FIsun Evon [ Tue [Elwed [ Thu £ Fri [ Sat
and| none |Z| [Clsun E Mon [ Tue Elwed [ Thu [ Fri £ sat

on these days:

Yearly options:

Recurrence: @ event recurs ) event does not recur

Recurrence Rules
show advanced recurrence rules

Frequency: Repeat:

© nane © forever © |1 time @ until|2013-12-31 |
~ daily

':'WEEMY Interval-every |1 year(s)
) monthly

© yearly on| none |Z| [ sun EMon ETue Elwed [F The 1 Fri [ sat
[Tin these months:
[Tl on these days of the manth:
[Clin these weeks of the year:
[T on these days of the year
Week start:| Sun |Z|

Recurrence and Exception Dates:

The Recurrence and Exception Dates section is to add occurrences of the event that may not meet the date and time
criteria. For example, if the event occurs the same time on Friday and Saturday but at a different time on Sunday, you
would add the Sunday instance specifying the time in this section.

Recurrence: @ event recurs © event does not recur

Recurrence Rules
show advanced recurrence rules

Frequency: Repeat:

© none © farever © 1 time @ until 2013-12-31 =
@ daily

~ weekly Interval: every 3 day(s)

20 manthly

© yearly [¥lin these months:

[Tl aan [ Febll Mard—] Apr 2] May—l Jun
[ dul [ Aug] sed™] Oet D Mov¥] Dec

Recurrence and Exception Dates

20131215 M [02[z][00[z] @ |AmericaChicage  [+]

Recurrence Dates
Date Time TZid
20131215 1300 America/Chicago remove

Exception dates may be created by deleting an instance of a recurring event.



If you need to delete an occurrence because it falls on a holiday or a weekend, then you would delete that instance
through the Manage Events screen and not through Recurrence and Exception Dates.

Bedework Public Events Administration

Calendar Suite MainCampus

Main Menu Pending Evenis Users System

You are logged in as superuser.
Common event administration is best performed as a typical event adminisirafor

b D @

Add Contact Add Location
Add Event
w 3 3
[t R . -
| = JES | = Ll
E | E | E
Manage Events Manage Contacts Manage Locations

Event search:

Limit- @ today forward © past dates © all dates

Select the event by clicking on the Title.

/ﬁ Calendar Admin: Public 1 x

<« C' | [1 oucalendar.uaex.edu/caladmin/event/showUpdateList.rdo

Bedework Public Events Administration

Calendar Suite MainCampus

Main Menu Pending Events Calendar Suite Users System

Manage Events

Select the event that you would like to update: [ Add new event |

Start Date: 2013-12-09 ™ Days: [10[~] Filter by:| select a category [=]
Title Start End Topical Areas Categories Description
Dianne's Event  12/9/13 4:00 PM  12/9/13 5:00 PM  /OLocations/Counties P to Y/Pulaski  Counties-PRSUVIWY Test event.
finternal/Employees Only Employees Only

Locations
loc/Pulaski County

2nd Event 12/9/113 7:00 PM 12/9/13 §:00 PM /OLocations/Litile Rock State Office  loc/Litile Rock State Office  Test listing.
finternal/Employees Only Employees Only
Locations




Click on the Delete Event button on the right-hand side of the screen.

fﬁ Calendar A Pubibc £

L € [ oucalendar.uaexedu/caladmin

Bedework Public Events Administration

Xbedework
Caberclar Suile MainCampus Group. calsulte MainCampus change  Logged in @ dvasghan kg ool
Main Menu 8y Events lenaar Siile Lisers Syasem
Event Information
&
[Updase Event | [ Cancel] [ Copy Eveet Delete Evert
Title: Dranna's Event
Calendar: calsMsinCal =] @ preferred o ail
Date & Time: “an gay
Starc
Dae 20131208 ([ (4 [¢)/00]x]pme] @0 AmeecaChicaga  [¥]
End:
Daie
® Duration # 0 days 1 howrs 0 minuies  or (] weeks
This even! has no duration / ena dale
Recurrence: & event recurs O event does Not recur
Recurrence Rules
7 show edvanced recurrence fuiles
Frequency Repeat
e forgar (1 [me ®umi20 2N O
dsly
weekly  ntenaleeey 1 years)
manthly —
Syanty  on[none (] 1 5un Eon T Te EWed I Thu 1 Fi ] St

in these months:

on these days of tha marth
 thasa wasics of the yase
on thass days of tha yaar

‘Weak st | Sun [=]

Status: confirmed, tentative, canceled:

Select whether the event is confirmed, tentative, or canceled. If you have selected tentative or canceled, this will
display before the event title.

Status: @ confirmed © tentative © canceled

Description:

500 characters max.

For events that have been canceled, go to Manage Events, select the event, check the canceled option, and update the
event.

Title: 2nd Test Event

Calendar: cals/MainCal E @ preferred & all
Date & Time:  [[all day

Start:
Date 2013-12-09 | [T |7 [=][00[=] pm[~] America/Chicago [~]
End:
O Date
@ Duration @ |0 days 1 hours |0 minutes  or | O |0 weeks

) This event has no duration / end date

Recurrence: ) gvent recurs @ event does not recur

Status: O confirmed © tentative @ canceled



The event will remain on the calendar with CANCELED: displayed before the title. If someone searches for the event,

they will see that it was cancel

ed.
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Description:

Enter the description for the event and include all pertinent key words that someone would use to search for your event

— 500 characters max.

400 PM - 5:00 PM

7:00 PM - 8:00 PM

Title: Dianne's Event
Calendar: cals/MainCal [»| © preferred © all
Date & Time: all day
Start:
Date 2013-12-09
End:
Date
® Duration @ 0 days 1 hours|0
This event has no duration / end date
Recurrence: event recurs ® event does not recur
Status: ® confirmed “ tentative ' canceled
Description:

500 characters max

500 characteris) remaining.

= 4 [7] 0ol7][pm[~] America/Chicago

Dianne's Event (Employees Only) Fafoa) a8
Location: UA Cooperative Extension Service State Office

Topical Areas: Pulaski. Employees Only

CANCELED: 2nd Test Event (Employees Only) i) [ |

Location: UA Cooperative Extension Service State Office
Topical Areas: Little Rock, Employees Only

[=]

minutes  or 0 weeks



Description:

500 characters max. 500 character(s) remaining.
Cost:
Event URL: hitp//www uaex edu/
Image: Image URL:

Thumbnail URL:

-or- Upload image: [ Choose File | No file chosen Qverwrite

Uploads can be JPG, PNG, or Gl image and thumbnail URLs.

Location: UA Cooperative Extension Service State Office B * preferred © all
Contact: Dianne Viaughan E ¢ preferred © all

Cost: (Optional) If there is a cost include place to purchase tickets.
Event URL: (Optional) URL for more information regarding event.

Image: You can enter an Image URL (max image width and height limit 200 pixels each) that will display in the event
listing.

You can enter a Thumbnail URL (max thumbnail width 80 pixels) that will display beside the event Title on the main
calendar page for “Upcoming” events.

Or you can choose to upload an image from your files (max image width and height limit 200 pixels each) and that image
will update both the Image URL and Thumbnail URL. Valid file types include JPG, PNG, or GIF.

Description: Event description with pertinent keywords for search efficiency.

500 characters max.

Cost:
Event URL: hitp//www uaex edu/
Image:

Image URL: /public/images/Lighthouse jpg

Thumbnail URL: /public/images/Lighthouse-thumb.png

-or- Upload image: [ Choose File | No file chosen Overwrite

Uploads can be JPG, PNG, or GIF and will ovenwrite the image and thumbnail URLs
remove images

Location: UA Cooperative Extension Service State Office E| preferred @ all

Contact: Dianne Vaughan [=] © preferred ©/all



The thumbnail image displays on the main calendar when Upcoming View is selected. Currently, the thumbnail image

does not display for Day, Week, Month, Year, or Today views.
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III

Location: Select “all” to see the list of all locations currently in the calendar system. Once you have added an event, the

location updates your “preferred” locations list and will display the next time you enter an event.

Location: Select

4

preferred ® all

Contact: Arkansas 4-H Center 1

Topical area:  Arkansas Agricultural Experiment Station 3

Arkansas Agricultural Research and Extension Center —

Arkansas County Extension Office - DeWitt

Arkansas County Extension Office - Stuttgart

Arkansas Farm Bureau

Arkansas Forest Resources Center

Arkansas Governor's Mansion

Arkansas Natural Resources Commission

Arkansas State University Research Unit

Ashley County Extension Office

ASU Delta Center for Economic Development

Baxter County Extension Office

Benton County Extension Office

Boone County Extension Office

Bradley County Extension Office

Calhoun County Extension Office

Capital Hotel

Carroll County Extension Office -
Cleburne
Cleveland

Columbia

Contact: Select “all” to see the list of all contacts currently in the calendar system. The contact you select will update
your “preferred” contact list and will display the next time you enter an event.

Location: UA Cooperative Extension Service State Office E preferred @ all

Contact: Select: preferred @ all

Topical area: Arkansas 4-H Center

CED - Income Tax School

deleted

Dianne Vaughan

Krista Quinn

Kyleen Prewett

Leveda Tate

Mark Russell

none

Office of Associate Vice President

Yell County Extension Office
Calhoun
Carroll

Chicot

Clarl

Location: UA Cooperative Extension Service State Office E preferred @ all

Contact: [Dianne Vaughan [~] © preferred @ all

Topical area:
E Locations

CiCounties Ato C
Arkansas
Ashley
Baxter
Benton
Boone
Bradley
Calhoun
Carroll
Chicot

Mlarlk
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Topical area: You will tag your event using the selections in the Topical areas (expand by clicking on the + symbol). You

must select at least one Topical area but can select multiple areas that relate to your event.

Locations:
Program Areas:

Internal:

Topical area:

Counties, Districts, Little Rock, Research and Extension Centers, and Fayetteville Area
Farm and Ranch, Yard and Garden, Business and Communities, Environment and Nature,
Health and Living, and 4-H and Youth

Employees Only (added and managed by Super Administrators only)

4 Locations

O Counties Ato C
[7] Arkansas
[l Ashley
[[Baxter
[[IBenton
[[Boone
[[Bradiey
[Clcahoun
[Flcarroll
[CIchicot
[CIclark
[CIclay
[[cieburne
[[lcieveland
[ columbia
[Tl conway
[T Craighead
[l Crawford
[Tl crittenden
[ Cross

CICounties D to J
[ Dallas
[[Desha
[C Drew
[CIFaulkner
[T Frankiin
[FIFulton
7 zarland
[ Grant
[[lGreene
[CHempstead
[C1Hot Spring
[T Howard
[[lindependence
[[zard
[TJackson
[lJefferson
[TlJohnson

O Counties Lto O
[ Lafayette
[[ILawrence
[[iLee
[TlLincoln
[[ILittle River
[[Logan
[[ILonoke
[TImadison
[Tl marion
[T mitler
[CIMississippi
[[Inmenroe
[CImontgomery
[FINevada
[T Newton
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[l ouachita

O Counties Pto Y
[Clrerry
[CIPhillips
[ Pike
[ Poinsett
CIPolk
[CIPope
[CIPrairie
[l Pulaski
[[Irandolph
[Csaline
[ scott
[Clsearcy
[ sebastian
[l sevier
[CIsharp
[CIst. Francis
[l stone
[Clunion
[Cl'van Buren
[Clwashington
[CJwhite
[Clwoodruft
el

O Districts
[ Delta
[l cuachita
[Clozark

[ Little Rock
[[IResearch and Extension Centers/Stations
[ Fayettevile Area

B9 Farm and Ranch
[ Animals and Forages
[T crops and Commercial Horticulture
[CIEconomics and Marketing
[ Pest Management

B Yard and Garden
[T Fruit, Nuts and Vegetables
[[Landscape and Lawns
[[Inaster Gardeners

B Business and Communities
[Tl Government Contracting and Procurement
[ Business and Entrepreneurship
[l Government, Public Policy and Voter Education
[C] Leadership and Strategic Planning

E9 Environment and Nature
[T Air, Water and Soil Quality
[T Disaster Preparedness and Recovery
[CIEnergy Education
[Tl Forestry and Wildlife Education

9 Health and Living
[C] childcare Provider Education
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[Tl Extension Homemakers

[l Food Safety

[[IHealth, Food and Nutrition
[ClPersonal Finance

[ Personal and Family Well Being

£34-H and Youth
[Clcamps and Conferences
[CIMulti-State Events
[[o-Ramas
[ Project Activities
D Staff and Volunteer Resources
[C] statewide Activites

E Internal
[CIEmployees Only

Add Event ] [ Cancel ]

W
in

Click on Add Event.

The main calendar will be updated with your new event immediately.
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HLTEH ON CALENDARS:

Wimw All Calendars

Feeds and Widgets

EVENTS CALENDAR IFO:
Manage Events

Division of Agriculture

Agricultural Experiment Station

Wed, December

e State Office | 2301 South University Avonue,

Topical Areas Pulasio Employess Only, Lille Rock

County Offices
Academic Departments

Research & Extension Centers
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