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CALENDARS 
Calendars give you a 365-day view.  You can select which calendars you want to view and have events 
from them displayed at once.  Create events for a calendar, share it among other calendars, and invite 
other people to your event.  Click the Calendars icon  in the QuickBar to get started. 

INCLUDING CALENDARS 
INTO THE VIEW 

Calendars listed here are 
your personal calendars. 
 
Calendars listed under 
headings correspond to 
calendars in your different 
communities (note headings 
collapse / expand to show 
and hide calendars). 
 
Place a check next to 
desired calendars and click 

 to include their 
events in the view. 

See events from many 
calendars in a single 

view!  Event text color 
matches the calendar 

color. 

To change the color of a 
calendar and its events, click 
on the calendar name and 
access the Color Selector. 
 

 
 

Select a radio button, then
click .  The color for the 
calendar (and its events) will 
be changed. 

CALENDAR TOOLS 
 

-  Calendar Admin – click this option to add 
new / edit existing / delete calendars, and 
manage access control of your personal 
calendars. 
 

-  New Event – lets you create an event with 
full details (including repetitions) and invite 
others to the event 
 

-  Quick Add – lets you create an event 
quickly by supplying minimal information 
 

-Click the  icon of an event you wish to edit. 
 

-Place a check next to an event and click  
 Delete to delete the event. 

Click the List, Day, Week,
Month or Year tab to 
change the calendar layout. 

Click the Invitation tab to 
begin managing all sent / 
received invitations. 

Once  is clicked, events 
from the included calendars become 
visible in the calendar layout. 

 

Click the name of an event 
in your calendar to view its 
details in a pop-up window. 

Sharing events to a personal calendar lets you clear the 
calendar from view, yet still see its event.  Check desired 
community events, then select the calendar where it 
should be shared with the  Share to drop-down box. 


