LAUREL MOUNTAIN ELEMENTARY SCHOOL
Electronic Calendar System — Master Calendar View

Access the following web address:
http://222.2.22.22/laurelmountain/laurel_mt_malsttigr//222.2.22.22/iss/iss_masterOnce you
have accessed the calendar page, you can bookmarkutuoz tise.
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CREATE A ONE-TIME EVENT

1. The current day's date will be displayel. « |gzeupuycens < —
(Figure 1). To reserve a different dat—[ i ]J—

click the month and/or date on the Da C\fl’iev; t w h F s = om t w h f = oz m ot w
Navigation Bar (indicated by arrow). e e R I W
2. Click the underlined name of the room yO schoolcalendar/computer_lab Computer Lab

want to reserve (Figure 1). (Create ) Daily Events for Tuesday, April 8, 2008
3. At the prompt, enter your user name antgyre »

password: _

Username: calendar ¢ & oot ot e =
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4. On theEdit Daily Events screen (Figure
2), click Create.

schoolcalendar/computer_lab

5. On the Daily Edit screen (Figure 3),|Comm: c—
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= Calendar Text — the name of the grouy| serder Category When included in other calendars:
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Figure 4


http://222.2.22.22/iss/iss_master

Back on theEdit Daily Events screen (Figure 4), clickiew Calendar to return to the

master calendar.

CREATE A REPEATING EVENT

Follow steps 1-3 above to bring

up theEdit Daily Events screen.
Click one of two options (Fig. 5):
 Duration — if your event takeg
place over consecutive day
OR
* Periodic — if your event take
place at the same time ea
week/month.
On theEdit Duration Events or
Edit Periodic Events screen,
click Create (not shown).
On the Create New Duration
Event screen (figure 6), fill in
the Calendar Text, Start Timg
End Time and Popup Text as yo
would on a one-time event,
addition enter theStarting Date
and Ending Date. Click
Submit.
On the Create Periodic Event
screen (Figure 7), fill in the
Calendar Text, Start Time, En
Time and Popup Text as yo
would on a one-time event. Iy
addition enter dated~rom and
Until, as well aHow to Repeat
Click Submit.

VIEW AN EVENT

On the master calendar, click th
underlined Calendar Text and
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Popup box will appear with th

information you entered or tha
was entered by another

(Figure 8).

If you have questions, contad

igure 7
user
v o ‘sthﬂﬂ\ca\endar/schnn\mt‘Apvl\ZDDB \7‘ % B v [ page v & Took
School Master Calendar
Tuesday, April 8, 2008

<<iohrs <Shrs Shift H

1:00 pm
Training for 4th Grade

2:00 pm

1:00p-2:00p
Training for 4th Grade
Nirs. Smith

Ext 1111

:

Calendars:  Select

Administer:

H00pm | 4:00pm

Filter.

This Calendar

Figure 8



