Heart of lllinois
FreeMasons
Calendar

A Quick Users Guide

Internet Viewing: Use a “Right Mouse
Click”, then click “Advance” to Move
through the slides.

What it Is

A simple FREE internet based calendar of
Masonic Events for Central lllinois

“Central Illinois” is defined as an
approximate drive of 1/2 hour from Peoria

As good as the input received from the
Lodges and other bodies

For Blue Lodge special meetings and
appendant body major events




What it Is not

« An advertising tool

» A replacement for the Grand Lodge
calendar

 Complicated

Where is it?

* In your internet browser, use the following
internet addresses (URL)
Direct Link: http://my.calendars.net/hoimasons
or
*Web Site: http://www.hoimasons.alta748.orqg

« Don’t forget to add it to your ‘favorites’

« If you have your own, you can add the
direct link to it.

e * Temporary home




What does it look like?
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The standard view is “Block” — it looks like a traditional calendar. There may
be more than one ‘event’ in a day. They will be listed by the starting time.

What do the Colors Mean?

All events are assigned to a “Category”; each category has a separate color.
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Additional Information

e |f an event title is
underlined, there is
more information
available.

* Click on the text in the
box and you will see a
popup box with more
text, or you will be
taken to another web
site.

Can | just have a List?

Sure — just click on “List” or “Condensed” (top of screen)

Q/




Other views

Notice the Gray bar at the top of the calendar —

The “Navigate” line lets you jump to another
month, the previous year, or the next year. Just
click on the period you want to see.

The “Display” lets you choose how much of the
calendar you want to see and how it is
displayed.

The “Add Events” line will be covered later...

Can | just see Lodge Events?

The navigate bar at the top of the calendar
also has a “Search” feature.

When you
First, click click on
on Search the
—you can category,
then select—— it will show
a category in the box.

from a list. Next CHCV

“Search!!




Only events from the category you choose will display
(you can then close the Search Window)

Only events from the category you choose will display.
If you click on List or Condensed the selection continues!




OK — now how do | add an event?

The following slides will show you how to add,
modify, and delete events for your organization.

You should have received an email by now that
has the required user name and password to do
this.

Since this is free software, we are only allowed
ONE id and password, so we are on the Honor
System. PLEASE do not mess with anybody
else’s entries!

Adding an Event to a Day

There are two ways to add one event to a

/ day.

O

Click on “Add Events: Daily”
__Or_

Go to the day of the event and click on the
underlined number.




Either one will require you to enter
the User Name and password

—

O
O

« Enter the User Name and Password you were given. If you want, click on
the checkbox so Windows will remember it for you on the computer you are
using. Then click OK.

« Note: you only have to do this once per browser session.

Add Events Daily

If you chose “Add
Events” Daily you will O
only see this line.

The 1st of the month will
be highlighted — click on
the day of the month
you want.

Next Click on CREATE

to add your event. Q




Create New Calendar Entry Window

You will now see the
Create Calendar Entry
Window

Note: If you chose the
day by clicking on its
number, you will
automatically go directly
to this window.

Creating a New Calendar Entry

Type a general

description here.
Add additional
info here (will

appearina Ny
popup window).

O

\

Use selection
lists for Category

and times.

Click Submit
ONLYwhen you

are done. .

\

AN




Create New Calendar Entry Window

Here is the
completed
calendar
entry.

C

Click Submit
when you are

done. .

After submission...

Click View to go back to the

main calendar

After
submission
you will see
a summary

entry.

l Click Edit to change the entry

Click scissors to delete the
etnry
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Multiple Events on Same Day

If you click
on a day and Click View to go back to the

there are main calendar
more than /
one listed,

MAKE
SURE YOU
WORK ON
THE RIGHT
ONE!

l Click Edit to change an entry

Click scissors to delete an
entry

Adding Repeating and/or Multiple
Day Events

> >

Above is a ‘duration’ event
(consecutive multiple days) — a
starting and ending date are
required.

Above is a ‘periodic’ event
(repeats) starting and ending date
are required, and repeating
instructions.




What if | make an error or want to

Click on the
day number
and work on
your Entry.
If there is
more than
one listed,
MAKE
SURE YOU
WORK ON
THE RIGHT
ONE!

delete an entry?

Click View to go back to the
main calendar

/

l Click Edit to change an entry

Click scissors to delete an
entry

Miscellaneous

» Leaving the Start and End times blank will be accepted but they are

very helpful!

* Do NOT put Blue Lodge Stated Meetings on the calendar — there
are too many Lodges and that information is available elsewhere.

» Occasionally a web page will not display right and you will get a
browser error screen — click the ‘back button’ (in Internet Explorer it
is a backward arrow in the upper left hand corner) and try again.

» If you have a question that was not answered here, email the
administrator — click on the line at the bottom of the screen

alta748@alta748.org

If that doesn’t work for you the email name to use is
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