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West Bend

Connections.org
Community Calendar
Administration

Good News!  If you have a password, you can add and edit community calendar events hosted by or benefiting your non-profit organization.
                 Go to www.WestBendConnections.org/calendar
Click on the little black pi sign in the upper left hand corner of the page.


When you rollover the pi sign, it will say “admin.”

Select your organization from the dropdown list and enter your password.

You will see the calendar and all events.  You can only edit your own events.

Click on a date and enter your event.

If you can’t see the whole popup box, then your resolution is too low.  Right Click on your desktop screen, Left Click on Properties, Click on Settings, and raise the resolution to at least 1024 X 76.  

It is REQUIRED to enter something in the “Short Description” field because that’s all that shows on the calendar before someone clicks specifically on your event.

If you can’t enter the time of day for your event, leave the 8am to 8am times alone.  Then no time will appear in the event popup box.

Do not include the http:// when you list an event URL.  Start with the www.

The Public = “Yes” feature will show the event on the main Community Calendar.  

The Public – “No” feature will only show the event if people first select your organization from the dropdown list.  This feature is intended for you to be able to list internal events such as board meetings, staff meetings, private parties, etc.  If you’re interested, we can even help you link to this organization specific portion of the calendar directly from your own website.
To list an event on an additional date, you can pop-up the event, change the date, and click “Save Copy.”   If you don’t see a recently added event, refresh the screen.
Good Luck.  For more information, contact info@WestBendConnections.org or call Gaytha Hillman at 262-338-6147 (c/o Hillman Consulting Services, Inc.).
The WestBendConnections.org Community Calendar is brought to you by the West Bend Economic Development Corporation in cooperation with the West Bend Area Chamber of Commerce for the benefit of the entire local community.
