Adding the Calendar option to your Manila Site

e = ~= A feature of Manilaallows youto add a
T T ™ ™ cdlenda to yoursite. Y ou can pod
important reminda'sin your classroomorin
your district and share tha with students,

parents, or othe staff members.

1) Loginaadministrator of your Manilasite.

2) IntheEditors window, click Prefs.
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3) InPrefs, click Plugins 4) Now, select thecalenda and click submit
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5) When you arefinished, youwill now have a Caenda buttonin the Editors only window.
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6) To add items to your Calendar, youdl need to click the Calenda optionin the Editors window

and then Click the Editors Button within the calendar.
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changeyour preferences.

Info Calendar Information:
Prefs
i Add This is release 1.3 of the Calendar Plugin.

8) Beforeyou ao_ld an item, begureto 5
select the month in which you want to Calendar entries consist of a short (32 char)
add. Youhave to make this selection You can optionally include a url when you cre
before you edit your calenda. 'These message or a picture on your site, or a url to
are drop down menus Changeto the The calendar always remembers the last mot
selected month and then click change selection.
Now, you can edit tha month by Managing Editors have editorial access to the

adding or ddetingitems. The Add and Delete functions work within th

look at the month you're going to change)

Below are some screen shots of the add and dd ete features within the calenda. Notice tha | can
only add and delete items for the month of February since it was selected on my calenda page
Also, notice you can add url@ to your items (for example, http://www.esu4.org).
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