Creating a Calendar Event on the Web Site

1. Go to www.saffordusd.k12.az.us
2. Log into the web site using the Staff Login / Logout button (see Logging into the Web Site directions).
3. Go to your teacher or department page and click on the Calendar Link.

4. Calendar:  Each level of the web page has it’s own calendar.  You navigate to each of those calendars by going to that page and clicking on either of the two Calendar Links.  For example, if you are at the District home page and click on Calendar, you will see the District calendar.  At a school’s home page, clicking on Calendar will show you that school’s calendar.  If you are at a department’s page and click on Calendar, you will see that department’s calendar, and from a teacher’s page, clicking on Calendar will show you that teacher’s calendar.

5. Once you are at your Calendar page, at the bottom of the calendar, click on the BLUE LINK called ADD EVENT.
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EVENT DATES:  Each event you add can have up to 12 different dates.  This prevents you from having to enter that event over and over.  This only works if the event can have the same title and information.  Take note of the required date format in gray.  It must be a two-digit month and day then a four digit year.

7. TIME AND PLACE:  This item is optional.  Events do not require either of these fields.  For example, a weekly math test would probably not have either of these items so this section would be left blank.

8. THUMB TITLE:  This is the short title that will appear in the calendar square.  It may be a link to a longer title once someone clicks on the event.

9. TITLE AND DESCRIPTION:  These items are optional.  If you use either a title or a description, however, you must fill in both.  A title can be the same as the Thumb Title or it can be longer.  A description will provide more information about the event when someone clicks on the event in the calendar square.

10. REMINDER:  The web site DOES NOT SPELL CHECK.  It is recommended you type information in Word to make sure it is spelled correctly, then copy and paste it into the text box in the web site.  
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Selecting html means you have to enter a [br] tag to make a new paragraph. Selecting
text allows you to simply enter a [Return] to make paragraphs.
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CARRIAGE LINES:  Keep this as TEXT unless you are using the text box to write HTML.

12. For teacher pages, click ADD EVENT and your event has been added to your calendar.
13. You can EDIT any event after you add it by going to your calendar page and clicking on EDIT next to the event.  This will bring you back to the page where you added the event so you can make changes.  Remember to click on UPDATE CHANGES to apply the updated information.
For Departments and Site ONLY:

14. [image: image3.png]dit Calendar for, - Microsoft Intemnet Explorer,

Ele Edt View Favortes Toos Help

Qe - ) [¥] [B] €D Osewch Foravortes @riesn @)

s 1] it soffordusd12.02usfociin5teColonlar,espphasemhidistepeformaset _ste_toRACkdison=RAC 2620Techrclogytaroup_sm Y8

»

Selecting html means you have to enter a [br] tag to make a new paragraph. Selecting
text allows you to simply enter a [Return] to make paragraphs.

Treat Carriage Lines as
OHTML ®Text

View Event Seen By
Properties [gelect &

Inls
communty _firict will submit the event to be approved to display on the District Wide

Calendar. Selecting 'School Home Site' will submit the event to be approved to display
on the School Home Calendar. Selecting 'Departrent Site' will publish the event to a
Departrent Calendar. Events published to the District or School Home Site Calendar
will not appear untilthe person in charge of the calendar has posted the event. Use
"Push To Site' to make an evert appear on all levels of all calendars at alocation

Display District Wide School Home Site  Department Site

Event [ o o
Where

Selectthe options below to have an event display on a home page. ff no options are
selected, the event willstil display on the calendr.
Display on District Wide School Home Site  Departrent Site

Site's [ o 0
Home
Page

Add Event

| Retum to Internet Managernent Tools | Return to Calendar Properties |




[image: image4.png]2 SUSD: RAC Home Page.

Bl Edt Vew Favortes

Omi- O [

Microsoft Internet Explorer

Tools tielp

B @ Osertn Foraots @reie @

e €] et sffocusd itz s e sgrse.

Search Our Site

ACH+TeshnalogyEarou

@ Pinnacle Parent Internet Viewer

o (3 | Edi Aticl |
3 The Parent Intemet Viewer allows all students and parents to
view their students' assignments and grades as well as
e attendance, and in some schools, even discipline, over the
R Internet. This also allows you to receive automatic e-mail

notifications on a regular basis about your students grades,
attendance, and even information like anytime your student’s grade drops below
& cetain percentage. To apply for an account, go to the Technology Downloads
page and download the Parent Intemet Viewer Application under Pinnacle. Once
your application is subritted via e-mail of regular mail, you will be notified when
an account has been set up for you. For further information, contact Susan
Lindsey.

Important Information
© |Edit sitel Contact

Technology Help
© [Edit sitel Ordering

Printer Cartridges

Click here for more
information

3 records available of
which 2 records available
only to staff| Add Info |

@ Pinnacle-- Web Gradebook Assistant

Teacher Gradebook
Assistant Web Safford Unified School District

Interface On-Line

| Edit Aricle |

Teachers can define assignments and enter grades over the Intemet. To set up
an account, contact Susan Lindsey.

| Add Aticle |

© | Hidden | Training Schedule
© | Hidden | song

View Full Site Calendar
| Add Calendar Event |

111 district and/or site
event pending |

Technology Gateway
Tech Work Orders (2 open
with 0 message

Your Preferences

Web Gradebook Assistant
HTML Quick Hints

Phato Alburn (1)
Registration Site (4)




EVENT SEEN BY:  Select COMMUNITY if you want anyone visiting the web site to see the calendar event.  Select STAFF ONLY if you want the event to only be visible to staff members who log into the web site.
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DISPLAY EVENT WHERE:  Selecting Department Site will immediately post your event to your department calendar.  If you select to post your event on the School Home Site or District Wide, your request will automatically be sent to a calendar monitor who will post it to the school or district site or will deny it.  You will know you have an event waiting to be approved before it is posted to one of those sites by looking on your department or school site’s home page.  In your BLUE calendar box, you will see if you have any “DISTRICT AND/OR SITE EVENT’S PENDING.  This means you selected post to School Home Site and / or District Wide, and your event is waiting for the calendar monitor to approve it to be posted to those calendars.  Joyce Peterson (ext. 3806) is the district calendar monitor plus each school has a calendar monitor (usually an office secretary or the librarian) who checks for postings and approves them.  If you have submitted an event to be posted to a district or school calendar and it remains pending for more than a day, you should contact that calendar monitor and remind her to please post your event.

16. DISPLAY ON SITE’S HOME PAGE:  Selecting Department Site means you want this event to show up in the BLUE calendar box on the front page of your department site.  This should be reserved for very close upcoming events.  You can add an event at any time, then edit that event when the event gets close and mark this box at that time so it will show up on the front page when it is getting close.  Selecting School Home Site or District Wide is asking that this event be show up in the BLUE calendar box on the front page of the school home site or the district home site.  Again, makring either of these two boxes takes permission to post from the calendar monitor who will decide to post it to the front page or not.
17. When you are finished, click ADD EVENT and your event will be added as you have outlined.
18. You can EDIT any event after you add it by going to your calendar page and clicking on EDIT next to the event.  This will bring you back to the page where you added the event so you can make changes.  Remember to click on UPDATE CHANGES to apply the updated information.
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