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Defining Your Business
Service with a Smile
Going Viral

The Fine Points

* e

FREE download-able post-presentation documents

Speaker: Brenda J Meliz, Director Client Services &
Marketing, SourceCOne Metwark

Fee: Marketing Clients Free
- All others 40

Seating for tis serminar is fivted!

Register Online

Location: SourceCne Metwork office, 30 M. Pearl Street, 3rd Floor
(conference Room), Albany, MY 1220

Contact Infarmation:

Mame: Brenda J Melz

Phone: 518 436-1101

Email: wdsuppoti@sourceonenet.com
Wehsite: hitp: s wehdirectcms.cam

Return to previous page

Calendar events may be organized into Instances and Categories for easy reference and use as Elements.
Calendar events can be displayed on a Website as lists of Events or in traditional calendar layout by chan
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To Add a Calendar event, select "Add an Event" from the Calendar Navigation.

To Edit a Calendar event, locate the Event in its Instance and Category. Click on the Calendar event title to

open it for editing.

To Delete a Calendar event, open the event for editing and click the "Delete" button at the bottom of the

screen.
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Name: Create a title for the Calendar event.
The title is displayed to Website visitors as link
text.

Description: Use descriptive text to describe
the event. The editor toolbar is available so all
files in Asset Manager, Elements and the Link
Editor are available for use in this area.
Location: Enter the name and address of the
event's location.

Start Date: The date the Calendar event
begins

Start Time: A time between 12:00 AM and 12
PM must be entered

All Day Event: If an event will be for an entire
day, checking this box will populate the end
date and time fields.

End Date: The date the Calendar event ends
End Time: A time between 12:00 AM and 12




e  Can | post-date a Calendar Event?

* No. Calendar events may be created in advance and hidden by selecting "No" in the Active field of the Event (see step
10 above).
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