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Introduction. 
 
The “Event Calendar” module allows you to place a calendar page on your website to 
which you can quickly and easily add events. 
 
We believe that using the “News” module for events offers a better solution but this 
is down to personal preference. 
 
 
Adding Events and the Events Calendar 
 
Login to your account as usual and click on Pages. 
 

 
 
 
Enter a Title: Events 
 
In the Type drop down menu select Event Calendar 
 
Click on the Add button 
 
The Modify Page window opens. 
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Click on Settings 
 

 
 
The first two settings define what’s displayed on the screen when there are no 
events listed for the period. 
 
The next three settings deal with what events are displayed and you can change 
these to suit your personal preferences. 
 
We do suggest that you change the Date Format Settings to Day.Month.Year as this 
is the layout most used in the UK. 
 
Header and Footer: Carefully enter what you want to see on the page as the header 
and footer by overwriting the words “Header” and “Footer”.  If you don’t want any 
header and footer text just delete the words. 
 
We made the changes as shown below and we will make these changes for you if 
you ask us to populate your pages. 
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Once you’ve made any changes click on the Save button. 
 
 
 
 

 
 
Click on the Add Events Button. 
 
The Add/Modify Events page will open. 
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Insert Date: Always displays today’s date.  If you are entering an event 
which you don’t wish to be published until some time in the future change 
this date. 

Days Event Last: If you want the event to be removed from the calendar 
select the number of days that you want it to appear. 

Enter Event: Insert the title of your event. 

Enter Link:  If the event has its own website you can add it here. 

Name Of The Link: Enter the word(s) that will appear in the body copy 
that you want to link to the external website. 

Finally, enter the details of the event in the body copy box and click Save. 

 

We’ve created a fictitious Open Day to illustrate the procedure. 
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If you wish you can add a picture, insert a table or add an internal or 
external link to the event. All of which have been covered in earlier 
tutorials. 

 

Once you’ve entered the details of your event click on Save. 

 

When the page refreshes you will see that your event is listed on the 
Modify Page list for each day that it appears on your website. 
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If you need to modify the events details click on the first icon in the row. 

To delete a day, click on the last icon in the row. 

 


