
Adding the Calendar option to your  Manila Site 
 

A feature of Manila allows you to add a 
calendar to your site.  You can post 
important reminders in your classroom or in 
your district and share that with students, 
parents, or other staff members. 
 
 
 

 
1)  Log in a administrator of your Manila site. 
 
2)  In the Editors window, click Prefs. 

 
3)   In Prefs, click Plugins.   4)  Now, select the calendar and click submit 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5)  When you are finished, you will now have a Calendar button in the Editors only window. 

 
 
 
 



6) To add items to your Calendar, youÕll need to click the Calendar option in the Editors window 
and then Click the Editors Button within the calendar. 

 
 
7) Your window will now have some calendar info.  By clicking the ÒAddÓ link, you can add 
items.  Clicking the ÒDeleteÓ button allows you to delete items and the ÒPrefsÓ link allows you to 
change your preferences. 
 
8)  Before you add an item, be sure to 
select the month in which you want to 
add.  You have to make this selection 
before you edit your calendar.  These 
are drop down menus.  Change to the 
selected month and then click change.  
Now, you can edit that month by 
adding or deleting items. 
 
 
 
Below are some screen shots of the add and delete features within the calendar.  Notice that I can 
only add and delete items for the month of February since it was selected on my calendar page.  
Also, notice you can add urlÕs to your items (for example, http://www.esu4.org).   


