Lesson 4: Calendars
Version 1.0

This course will provide an overview of the SchoolFusion calendar system. You will learn how to create
and manage public calendars, associate events with group calendars, and how to connect Facilities and
Locations with events.
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Overview: What are calendars

The SchoolFusion calendar system provides you with many opportunities to share information. Each site
has public, group and personal calendar systems.

The public calendar system helps you publish event information, and gives users access to all public
calendars no matter what site they are visiting in the school or district. Individuals can be assigned
specific permissions to manage designated calendars. Calendars can be integrated with the locations and
facilities reservations system. Viewers can sign up for email reminders through the calendar, and can even
sync the public calendars to their own calendar system, for example Google calendar.

The group calendar system allows teachers and group administrators to add events to a group calendar,
and automatically have events pushed to the personal calendars of group members. In certain group
types, such as classrooms, teachers are able to add homework assignments to the assignment section
and have those events automatically appear on the class calendar.

The personal calendar system provides each user with a personal calendar, located in their personal
dashboard, titled “My Calendar” This calendar pulls events from classes and groups that a user is a
member of, and allows them to enter personal events. Parents will have access to the calendars of each of
their children.

How to create and edit a public
calendar
Each SchoolFusion site will come equipped with

Navigation Chain: Website Administration

one public calendar, but many schools have
found it necessary to add additional calendars.
For example, on the District site, adding a “Board
of Education” calendar, or adding a separate
athletics calendar on the high school or middle
school site.

From Website Administration, access the
“Administer a Public Calendar” link in the Site
Management Section. All sections of the
calendar can be managed from the “Administer a

Navigation Chain: Website Administration = Cheeseman Park School Calendar =
Calendar Administration Home

Click here for help with calendar administration

Site Management

Tech Support

There are no open support tickets.
Administer a Public Calendar

eg. Add an event.

Add or Edit a Location

eg. Create a location for a neighboring
school. Directions to the school can then be
included along with an event.

Facility Management

eg. Start managing the use of a gym, room
or other facility. No double bookings can
occur with a facility.

Set Administrator Email

eg. Set the administrator whom registration
confirmation emails are sent from, It is
currently set to 'MARGO JONES'.

Imports

eg. Impert your student accounts for the
upcoming school year.

Public Calendar” link. Although all public calendars are
linked on a district level, you will need to manage each
calendar through the site it belongs to. For example, to
edit the High School Athletics calendar, you will need to
login to the high school site.

Add or Delete a Calendar

Administer a calendar: | Cheeseman Park School Calendar

Cheeseman Park School Calendar
Edit Calendar Title

Event Categories®




On the “Administer a Public Calendar” page, you can choose which calendar to administer from the
dropdown menu. This menu will show all calendars that are associated with this site. From this page you
will be able to edit the calendar title, and add and edit the categories associated with this particular
calendar.

Further editing options are available through the gray “Add
or Delete” a calendar button, these options are:

Create Calendar Navigation Chain: Website Administration = Cheeseman Park School Calendar >
Calendar Administration Home
Default Calendar
. Click here for help with calendar administration
Add or Delete a Calendar
Edlt Calendar Administer a calendar: ‘ Cheeseman Park School Calendar

Delete Calendar

Cheeseman Park School Calendar
Edit Calendar Title

Event Categories®

Create a calendar

This option allows you to create additional public calendars. When creating a new calendar, you are
presented with three options that will affect the information entered on the calendar is displayed to the
users.
Public-This creates an additional public calendar.
All public calendars will be overlaid onto this calendar - This creates an additional public
calendar that displays events from all other community calendars that belong to this site.
Calendar overlaid on top all other calendars — This creates an additional public calendar
whose events will appear on all other community calendars within the site.
Calendar overlaid on top all other calendars in the district — This creates an additional public
calendar whose events will appear on all other community calendars within the district. This
option is only available to district wide administrators.

| Calendar created ‘

When you have selected the appropriate option, click
the grey “Create Calendar” option, and you will
receive a confirmation that a calendar has been created.

Default calendar

You can set which events appear in the thumbnalil
Default Calendar .
_ _ _ calendar (flash calendar). Select the appropriate calendar
Below, you can set which cafendar appears in the thumbnail . «
calendar of your site. from the drop down box, and click the grey “Set Default
Set Default | choeseman Park School Calendar ] Calendar” button. You will receive a message confirming
that the default calendar has been set.

Set Default Calendar

Edit Calendar

Edit Calendar: | Cheeseman Park School Calendar v

Edit Calendar

Edit a calendar

You can edit an existing calendar to be public, or overlay
other calendars. The same choices are available for overlays as when creating a new calendar. From the
drop down box, select the appropriate calendar, and then click the grey “Edit Calendar” box. The four




overlay options will be displayed on the next page. Select the appropriate option, and click the grey “Edit

Calendar” link. The four editing choices are:

Public-This creates an additional public calendar.

All public calendars will be overlaid onto
this calendar - This creates an additional
public calendar that displays events
from all other community calendars that
belong to this site.

Calendar overlaid on top all other
calendars — This creates an additional
public calendar whose events will
appear on all other community
calendars within the site.

Edit Calendar

Calendar
Title:

Calendar | Public .
Public

Type:

Cheeseman Park Scho

All public calendars will be overlaid onto this calendar
Calendar overlaid on top all other calendars

Calendar overlaid on top all other calendars in the district
—aneel

Calendar overlaid on top all other calendars in the district — This creates an additional public
calendar whose events will appear on all other community calendars within the district. This
option is only available to district wide administrators.

When you have selected the appropriate choice, click the grey “Edit Calendar” button, and you will receive

a confirmation message.

Delete a calendar

Delete
Calendar:

Delete Calendar

Cheeseman Park School Athletics Calendar v
Cheeseman Park School Athletics Calendar
Cheeszeman Park School Calendar

CPS Holidays and Events

You can delete any public calendar that you no longer
need. Select the proper calendar from the drop down
menu, and click the “Delete Calendar” box. This action
will delete the calendar and all categories and events
associated with that calendar. A pop-up box will
appear asking you to confirm that you really want to
delete this calendar, and a confirmation message will

be presented if you selected yes.

Calendar categories

A calendar category is a way for you to organize your
events. When categories are created you can assign
colors, category types, and even connect categories
to groups and classes so that events entered into the
public calendar will also appear on the group’s
calendar, and therefore a user’s personal calendar. A

Cheeseman Park School Calendar
Edit Calendar Title

Event Categories

Add new category

category example could be Holidays, or Early Dismissal Days. Within each community calendar, you can

have an unlimited number of categories.




How to create a calendar category

From the calendar administration page, click on the “Add a New Category” link, and fill in the “Add a

Category” box that appears. You will need to enter several pieces of
information about each category. When you have entered all of the
appropriate information, click on the grey “Add Category” button.
Category Name- This information will appear to
the users on in a calendar event.
Category Type- This helps designate the type of
category, and further refine the information
contained within. There are two category types
* Default

Add a Category

Category Name:
Category Type: | pefault |+

Category Color: | Default BALC
Category Abbreviation:
Add Category

# Athletics-This will allow you to designate events as either Home or Away.
Category Color- This allows you to designate a color to help differentiate categories
on your public calendar. The color will appear as a bullet before the event name.
Category Abbreviation- By default, the calendar setting is for bullets to appear before
each event; however it can be set so that a category abbreviation
Cheeseman Park School Calendar appears instead. If you are interested in switching so that your
calendar shows abbreviations, please contact your Account

Edit Calendar Title

Event Categories's

Manager.
Add new category
cosory e o When your category has been created, it will appear in the Event
abbreviation e Categories list for that Calendar. You will need to create categories for each
. public Calendar. When a Calendar is created, one default Category will be
Total events; 226 (0 group, 236 created with it. This is the Default Category, you can change the title of this
Options: Add event | Edit events category, but you cannot delete this category.
C(?:ff;l"fy"giiég”@/}f Once a category has been added to the Event Categories list, you have
S several options to edit each category. By clicking the yellow pencil next to
i it iy the Catego_ry.Name, you can .update the category type, the category color,
Total events: § (0 group, & custom) the abbreviation, and the initial state. The

Options: Add event | Edit events

initial state means whether or not the
category is visible on the public calendar.

How to connect a category to a group

By connecting a Category to a group, you can enter events on the public
Calendar, and have those events appear on the group calendar. And vice

Groups in 'General' Category

The public events of the groups listed below
will be shown in the 'General’ category.

Add new 'General group

There are no groups in this category.

versa, you can enter events on the group calendar, and have those events appear on the public calendar.

To associate a group with a category, first select a calendar category, and then click on the yellow pencil
next to “Total Groups”, and a grey box titled “Groups in ‘Category Title’ Category”. This will list all groups
currently associated with this category, and allow you to associate additional groups. Click on the “Add
new ‘Category Title’ group” link. From the drop down box displaying all groups that exist within this site,
select the correct group, and click the grey “Add Group” button. This group will now appear in the listing of




groups in the category you selected. When you create an event
using this category, you will have the choice of adding this event

to the group’s calendar.

Navigation Chain: Website Administration

Site Management

Tech Support

There are no open support tickets.
Administer a Public Calendar

eg. Add an event.

Add or Edit a Location

eg. Create a location for a neighboring
scheol. Directions to the school can then be
included along with an event.

Facility Management

eg. Start managing the use of 3 gym, room
or other facility. No double bookings can
occur with a facility.

Set Administrator Email

eg. Set the administrator whom registration
confirmation emails are sent from. It is
currently set to MARGO JONES'.

Imports

eg. Import your student accounts for the
upcoming school year.

Add group's events to General
Group: | 4th Grade Rm 206 v

Add Group ==

Cancel

Locations

Through the SchoolFusion location system, you can
create locations to help users find an event location. If
you add an address to your location, your can even
provide a MapQuest link to help your users get exact
directions to the event.

A location can be any place where a school event might
take pace, like the high school gym or the local library.
Locations can be designated as district wide, so anyone
entering an event on any

calendar in the district can point

to a district-wide location. By Baseball field

adding a location to an event, it does not reserve the location, or prevent some 2001 Blake Street

one else from attaching that location to an event. To reserve or book places or DEnvern €O 8520

things please use the SchoolFusion facility reservations system. e 5:"::

To create a location, access the “Add or Edit a Location” link in the site o s rerY

Management  section of the  website Denver, co 80204

administration page. Fill in the proper See tap

Name: information, and click the grey “Add Location” Edit Delete

rddrens: button. The following Information is needed: SchoolFusion *

. Name: The name of the Location, i.e. 1600 Downing Street

o Baseball Field. oenven CS::;::

Zip:cde; éiCiS.I’ESSI Edit Delete

: Stadium

Comments: State: 1701 Mile High Stadium Cir700

Zip Code: Denver, CO 80204

M Comments: See Map

map: Add MapQuest Map: Make sure you check Edit Delete

pstrietwades [ this box if you would like a MapQuest link to * Districtwide focation
S appear in the event on your calendar. The full

address is needed if you wish to include a MapQuest link.

District Wide: If you would like this Location to be available to all calendars within the

district.

Once a location has been created, it will appear in the location drop down list.




Eamhty reservation system

SchoolFusion offers a Facility Reservation System that helps you to designate locations and items in your
school as reserveable. Once a Facility has been booked by a user, it cannot be reserved by another user,
thereby preventing double booking.

A facility can be a place within your school building, such as a conference room, or the gymnasium. It can
also be an item, such as a DVD player, or a lap top cart. If you have five DVD players, you will need to
create a separate facility for each DVD player. When a user creates a calendar event, they will be able to
select a facility from a drop down menu. If that facility has already been reserved and is not available, they
will be advised and prompted to select another facility.

To create a facility, access th_e “Facil_it)_/ Ma_nageme_nt” link in_ th_e Site
Management section of Website Administration. This page will display
Name: all of the existing facilities and allows you to create new facilities.
Populate the box with the
Description: appropriate information' the
name of the Facility and a | |viewcaendsr Ecit | Delete
Create Facility description. For example, | |por17
name DVD Player 4’ View Calendar Edit | Delete
description: DVD Player 4 includes remote, TV connection and | (o oo
spare batteries. A confirmation message will be provide once you | |view calendar Edit | Delete
have created a facility. DVD Player 2

DVD Player 2 includes remote, TV connection and spare batteries.
View Calendar Edit | Delete

Any user with website administrative privileges is able to view all |55 siayer s
Of Facllltles, and the|r DVD Player 3 includes remote, TV connection and spare batteries.
calendars. If you need to | |VewCalendar Edit | Delete

‘ This calendar shows every event that has reserved the following facility. ‘

DVD Player 1 . . . DVD Player 4
Day  Week < April, 2008 > Month  Year edlt or delete afaCIIIty C“Ck DVD Player 4 includes remote, TV connection and spare batteries.
Sudey | vondes [ Tussdey [Weanesdos Tnursdoy 1 Foder | Satude the appropriate link. View Calendar Edit | Delete
R B B B N N R The facility calendar will display all events that have been booked
using a particular facility. This view can be set to be either, day,
T N BT T AN I B week, month or year. Only users with website administrative

b Movie Time | Open House

privileges have access to the individual facility calendars.

20 yal 22 23 24 25 26

b Movie Time | Open House Open House
b Movie Time

Remember that a place can be both a location and a facility.
E LE ] E ] E Facilities are site specific, and can only be booked through the
calendar of the site the facility belongs to. Facilities can also be
created through the SchoolFusion import system, for more
information, please see the Imports Lesson.

How to add an event

To add an event to your SchoolFusion calendar, you will need to access the category listing, and you can
do this in one of two ways.

Cheeseman Park School Calendar

administer Calendar | Overlay Personal calendar
e




One: Through the “Administer a Public Calendar” link from Website Administration. Only
users with Website Administration privileges will be able to edit a

Category Name: Special Events & & calendar through the Website Administration page.
et Ll Two: From the red “Administer Calendar” link found beneath the
Category Color: Zink title of any public calendar. If a user is given specific permissions

Abbreviation: Spec

to edit a school calendar, they will access the category page
through this link.

Initial State: gn &
Total groups: g & &

Total events: 36 (0 group, 36 custom)

First, select the calendar you would like the event to appear on, and
then select the appropriate category, the last item in the category
listing is “Options”, and you are given two choices:

Add Event -Use this choice to add new events to this calendar.

Edit Event- Use this choice to edit events that have already been added to the calendar.

Options: Add event | Edit events

Add Event form
When you click on the “Add Event” link, you will be For Group: [No groups associated with category [x]

taken to the Add Event form, and will need to Event Neme:

populate information regarding your event. The e

following information can be filled in regarding the et Time: (oA L0 B e e e

End Time: |8 AM E' :00 E' ") Event lasts all day

event details:

For Category- You can select any category
from this drop down menu that has been
associated with this calendar.

For Groups- If groups have been associated
with a Category, they will appear in this drop
down menu once a category has been
Chosen. Use simple editor

Event Name: This field is required, and L emesme veveame
should reflect the name of your event. '

Date: This field is required. Click in the box

Summary: (Max 55 chars.)

Description: A|=B U 7 &= TE' (&- = O &

Location: | --- None --—-
and a pop-up calendar will appear and allow Faciity: [ None — = [5] View Scheduled Events
you to select the correct date Link Name: VR itpi//
Start Time -The time the event will start; the | e rsves: ] Ao you to sand out an mitation; accept RSVPs, and isce  lmit o
minute is in five minute increments. cepent evenes [No Rpest[=] unt: (A5 OE o
End Time — The time the event will end; the JEC .Y
minute is in five minute increments. Add Event >> | [ Add Event >> | [ Add Event >>

‘ Cancel

then goto Adrnin home| | then view calendar then add another

Time Setting
* Event has a time
* Event has no time
* Event Lasts all day
Summary-The summary will appear when you mouse over an event on the calendar, it has a
maximum of 55 characters
Description —Use this to provide additional information about your event. There is no limit to the
description field.




Advanced Add Event form

The Advanced Add Event form allows you to add events to one or
more group calendars through a community calendar. Events '
entered through the Advanced Add Event form will not appear on
a community calendar, they will only appear on the calendars of T
the deS'gnated groupS. Email Notification: [] Immediately (or) [=] before event

. gl;DI;EpEat EI until: [ April [=][2s
The same information is required on the advanced add event for R Eh
as is required on the regular add event from. To add an event to a ) it Grade B cirs Swimming
specific group, place a check in the box next to the appropriate e e o oo o
group name' [[] spring Dance Commitee

Home Game/Away Game- This will only appear if you have set the category type to be athletics.
This information will appear on the calendar event as “Home Game” or Away Game”

Contact —Use this if you would like to include a contact name and contact information in your
event information.

Location-If a location has been created, you will see this drop down box and will be able to select
the appropriate location.

Facility- If a facility has been created; it will appear in this drop down menu. By associating a
facility with an event, you are reserving the facility and preventing it from being double booked.
Accept R.S.V.P.’s- The SchoolFusion calendar system allows you to invite users to an event,
accept R.S.V.P.’s for an event, or limit the attendance for an event.

Repeat Event —An event can be set to repeat.

Approval Options
* Add Event then go to Admin Home Date: [/25/2000 .
* Add Event then view Calendar P
* Add Event then add another e pe——
# Cancel Deserigtion: gy s #E |G- % =08

Add Event >>

(then view event listing)

Add Event >>
(then add anather)

Gancel

How the information appears on the calendar
This is the view of a Calendar event with all of the options populated.

Search Calendar
Day  Week
Details Of:

Event belongs to:

Date:

Calendar:

Summary:
Type:
Description:

Contact:

Link:
Facility used:

Invitation:

Event Belongs to: This refers to the group that this event

Cheeseman Park School Cahem':r::rmn yp— belongs tO

< Tuesday, April 29, 2008 > Month Yeur Calendar: This refers to the Calendar this events belongs
Monthly Open House Location: I;‘Onﬁn.‘mth T to
i — viewtag Type: Category type, either home or away
Cressemen are st Description: The information that was entered into the
Back 9 School Open House Description box on the “add Event” form.
cmhiruf Location: Displays the Location Name, and address as well
et il as the MapQuest link if it was included in the Location
information.
i Click here to R.S.V.P: RSVPS will be accepted based on
e the specifications that were entered when the event was
R a created.

Click here to R.5.V.P.




Event Import

Events can also be imported using the SchoolFusion import system, using the Event Import template. The
events import will populate your school-wide calendars with events and event details. This feature is very
useful if you have a large amount of events to enter at one time. Please see the Import Lesson for more
information.

Setting permissions

You can give specific users the rights to edit calendars without giving them full Website Administrative
privileges. For example, if you would like the Athletic Director the ability to add events to only the Athletic
Calendar, you can. Please see the User Management Lesson for more information on setting specific
permissions.

HighSchoolSports.net/ ScheduleStar Integration

SchoolFusion offers integration with HighSchoolSports.net and ScheduleStar, which allows you to enter
athletic events through either application, and have the events appear directly on your SchoolFusion
Athletic Calendar. If you are interested in this application, please contact your Account Manager for more
information.

Cheeseman Park School Calendar

Suggest Eve nt featu re [H search calendar suggest Event | ical Feed | Synchronize calendar | Advanced search | Help

The SchoolFusion calendar allows users to “Suggest an
Event” to be applied onto a public calendar. This event will
not be visible to the public until the event has been approved || =™ emmoisietmecsms
by a Website Administrator. B

Dats: [4/25/2008

Users will see the “Suggest Event” link under the calendar suntine [sav [0 9 Serhesasine
tltle of any EndTime: |8 AM |M)]|:00 (M € Eventlasts all day
Suggest Event: Choose Calendar Summary (e 55 chas)
. e general
" enenseman park sehal atietics catenanr | calendar. If not
O Cheeseman Park Schoal Calendar logged in, users I
o> will be asked to S o
login before they
can enter their event suggestions. Location, [ Nons - _[¥]

Facility: | --- Nene --- ™| Wiew Scheculed Events

Link Nams URL: [hetp /7

Users will then be asked which public calendar they would
like to suggest the event for, and will need to enter the
pertinent event details in the “Suggest Event” form. The
same information required in the “add event” from are
required in the “Suggest Event” form.

For Category.

For Groups.

Event Name: This field is required.

Repeat Event: Mg Repeat | until: | April ~|| 28 ~| 2008 o

Add Event >> ‘ ‘ Cancel

10



Date: This field is required.
Start Time.
End Time.
Time Setting.
* Event has a time.
* Event has no time.
* Event Lasts all day.
Summary.
Description.
Home Game/Away Game.
Contact.
Location.
Facility.
Repeat Event.
Approval Options
* Add Event
* Cancel
Event submitted for approval
When the user clicks the “Add Event’
button, they will receive an approval
message, and can continue suggesting Cloze Wingew
events or close the window.

Suggest anather svant

The Website administrator will receive notification that an event has been
suggested, and is awaiting approval; events can be approved from Website
Administration by any user that has Website Administration privileges,
through the “Events Approval

L. k Suggested Events Awaiting Approval
INkK. Upcoming Events

Event Approval
Administrators can approve, AlCPS FunRunand  WARRENTYLER[]  5/03/08 Approve | Ecit | Refect

edit or reject any events that |w.....  secweecs come

have been SUQQESted' An Alall School Field Day ~ MARY WATERS [] ;;?Z;:'“‘U” . Approve | Edit | Reject

event will not appear on the |, o

calendar until it has been
approved by an administrator. Although only one person will receive notification that an event has been

suggested, anyone with Website Administration access can approve the suggested events.

Approve | Edit | Reject

Movie Night TESSIE CHANDLER  5/21/08 Approve | Edit | Reject
0 5:00 PM - 10:00 PM

The Thumbnail Calendar

‘ April, 2008 b
The Thumbnail Calendar, or the Flash Calendar, which depending on your
(1] B B B custom design, typically appears in the side navigation panel of your site,
00 11 pulls events from your general calendar. You can set which calendar events
151116/ iE 8| appear in on the Thumbnail Calendar, through the Add or Delete a Calendar
link, on the Administer a Public Calendar page.
)50

11



Calendar dates with events are signified by a colored circle. When you mouse over a date, a pop-p box will
appear, with the Event title. Users can access the full calendar by clicking on
the Event title, which will take the user to the full calendar view.

When items are
entered into the
calendar, it
takes 24 hours
for them to
populate  onto
the  Thumbnail
Calendar. Events that have been created
using the Import System will appear on the
Thumbnail calendar immediately. When you
have manually added, or edited an event on a public
calendar, you will see a message indicating that the thumbnail calendar is complied once daily, and a link
to allow you to compile the latest event information into the thumbnail calendar.

How to use the calendar

The SchoolFusion Calendar System many flexible options when viewing a public calendar. Users can
view multiple calendars at one time, combine the views of a

public calendar with a personal calendar, syncing a public

calendar with their own third-party calendar, and subscribe to

email notifications.

Viewing multiple calendars

Any User can view any combination of public calendars at any
time, and from any site in the district. From the Calendar page,
click on the “Choose calendars to view” link, which will expand
to show all sites within the district, which will also expand to
display all public calendars at that site. Place a check box next to
each calendar that you would like to view and then click “View
Chosen Calendar(s)”. A custom calendar view will be provided,
showing events from all of the selected calendars.

Overlaying onto a personal calendar

Selected calendars can be overlaid onto a user’s personal “My
Calendar”. This will display all events from the selected calendars,
as well as the user’s personal events.

Users can select to view any calendar in one of four views: day,
week, month and year. To move through the calendar to the next
day, week, month or year, click on the arrows next to the date.

Selected calendar views are session specific, and will need to be
chosen each time the user returns to the site.

12



Searching the calendar

Users can search for events, by clicking the “Search Calendar” link. Users can either search by Calendar
and Category, or by keyword, which will search all calendars within the district and display the results
overlaid onto one calendar. All Calendars in the district are available to search from any site in the district.

The Advanced Search allows the user to select specific categories and multiple categories within specific
calendars to search by keyword.

iCal feed

The iCal feed allows users to combine a SchoolFusion calendar, or any combination of SchoolFusion
public calendars with their own calendar product, which supports the iCal format, such as Google
Calendar, Windows Vista Calendar, and Outlook. SchoolFusion provides you with a URL that you will need
to add to your calendar product. Please refer to the help section of your calendar product for information
on adding this URL. The iCal feed will push information to a private calendar in a real time manner.

Synchronize calendar

The SchoolFusion calendar can be synchronized with a user's PDF or Outlook Calendar. Users will be
asked to download a plug-in to help connect the SchoolFusion Calendars to the PDF or Outlook calendar.
The sync is not real time, and users must re-sync each time they visit the SchoolFusion site to ensure that
they have the most current calendar information. The synchronize calendar link is only available through
Internet Explorer.

Subscribing to the calendar daily

digest

Users can subscribe to receive email remainders about
calendar events. From any calendar event, a user will have
four options: Send to a Friend, Put event on Personal
Calendar, Create a Personal Remainder and Receive the
Daily email. Click on the appropriate box for what you

would like to do.

Send to a Friend. You will be asked to enter the email addresses of the people who you would
like to send this event to. They do not have to be SchoolFusion users, and multiple addresses
can be entered.
Put event on Personal Calendar. This option is only available to users that are logged in. ,
Create a Personal Reminder. This option allows you to create a personal reminder, and set
when that reminder should be sent. You can also view any notifications that you have
previously set. You can choose to receive notifications on:

* Just this Event

* All events in this category
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* All events in this calendar
Notifications can be sent based on the following choices:

+ Only notify me when a change occurs

* Notify me the day of the event

* Notify me the day before the event

Receive the Daily email. This options allows you to sign up for the Personal daily digest, which
will compile all events into one email for all the groups that your are a member of. This daily
digest could contain homework assignments, games or calendar events. You can also sign up
for the daily digest for the School. This daily digest will contain information abut events entered
into and public calendar in that site. For both daily digests you have the option to receive the
email the day of or the day before.
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What have you learned?

Now that you have completed this course you can:
Discuss public, group and personal calendars
Create and delete a calendar.

Overlay calendars.

Create and edit calendar categories

Utilize locations

Utilize facilities

Add events to a calendar

Set calendar editing permissions

Implement a HighSchoolSports.net or ScheduleStar Integration
Use the thumbnail calendar

Utilize Announcements and Upcoming events
View multiple calendars

Search the calendar

Coordinate the calendar with a private calendar
Sign up for remainders and the daily digest.
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