Calendar View of Events

The calendar view of events is available to all members logged into the website. The calendar is
available on the “My Portal” page by choosing “Event Calendar” from the left-hand menu. The calendar
is a traditional calendar view with navigation from month to month using the < and > keys on the right-
hand side of the calendar. Clicking on an event takes you to the Event page for that event.

This is the May 2019 calendar for the Atlanta chapter.
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There are several options for the calendar view. These options are selected by using the Event Calendar
Settings available by choosing “Administer”, “CiviEvent”, “Event Calendar Settings” from the black bar
CiviCRM menu.

These options are self-explanatory except for “Show Public Events”. When this option is set to “Yes”
ONLY the public events are shown on the calendar. Since this calendar is only for members, you will
want to include all the events, so this options should be set to “No”.
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The colors of the events are controlled by the type of the event. Click on the event types that you want
to include in the calendar and then choose the colors for displaying those event types. If you click on
the color a palette will pop up and you can move your cursor around on the palette to choose the color

you want.
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When setting up an event you have the option to publish your event to the National site. This option is
set on bottom of the “Info and Settings” tab of an event.

¥ Include Map to Event Location @
Public Event @
Allow sharing through social media? @
¢ Is this Event Active?

When this Event is active, create links to the Event Infor
https:/ /atlanta.arcsfoundation.org/civicrm/event,

~ Publication Settings

Published to National Yes . No

Any event that is “Published to National” that is a “Public” event will appear on the list of “Upcoming
Events” on the National site under “Get Involved” and will appear on the National calendar. Any event
that is “Published to National” that is NOT a “Public” event will appear only on the National calendar
(available to logged in members with access to National), not on the public website “Upcoming Events”
page.

What events should be published to National? For those scheduling National chapter events, knowing
what local events are taking place is extremely useful, so please select this option.

Note that the name of your event MUST include your chapter name when published to the National
calendar. The national data administrator is responsible for making sure items on the National calendar
contain the name of the chapter. If the event does not include the name of the chapter the national
data administrator will either edit the name of the event to include it or remove the Publication Setting
and notify the local chapter data administrator.

On the National site, there is an additional field at the top of the page that allows the user to switch
from seeing just the National site events to seeing all events that have been “Published to National”.
Toggle between these views by selecting either “National Events” or “All ARCS Events” and pressing
“Show Events”.
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The calendar below shows the National Board meeting as well as an event for the lllinois Chapter.
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