CALENDAR OF EVENTS

www.moretoknoxville.com
Events for the calendar will be sent to: aca_cal@yahoo.com
Login info: http://mail.yahoo.com
ID: aca_cal

Password: artsculture

If needed, here is the security info: 

Birthdate: January 1, 1978

Security question – Where did you meet your spouse? Emporium

Security question – What was the last name of your first boss? Zenni

Postal Code: 37902
Location of calendar info: S:\server files\Calendar

This folder contains thumbnail images* for the calendar entries as well as a word document with contact info** for the calendar entries.

Login to input calendar entries: http://www.moretoknoxville.com/admin/users/login
Username: scada

Password: password1

Once logged in, you can click on the “List Events” link (http://www.moretoknoxville.com/admin/events) to see all of the upcoming events sorted by most recent publication.

Important elements/format for each event listing:

Title

Sponsoring organization name: Event name

Description

Try to condense the information to one or two paragraphs about the event, followed by the contact info** (copied from the above folder).  Remove any duplicate information (such as dates, phone numbers, etc.). 

Start Date / Ending Date
This should be either one day or a date range.
Time

Use the following format – 12:00 AM - 3:00 PM, 

Upload an Event Image
Use the organization’s logo. These images* are found in the Calendar folder on the server.

Organization

Select from the list (if applicable).  This list contains only organizational MEMBERS of the Alliance.  If you choose an organization from this drop-down menu, it will automatically self-populate the next two boxes on the page.

Website

Leave this blank.  If there is a website, it will either already be listed in the Event Description box or it will automatically appear in connection with the organization’s listing from the drop-down menu above.

Website Text
Leave this blank.

Categories
Choose as many as applicable.  Ignore the “Penny Performances” listing.

In the blue boxes on the right side of the screen:

Repeating
For a one-day event, leave it checked as “None”.
If it is a daily event within a date range (two or more days), you can also leave it checked as “None” – the system will make automatic adjustments.

If it occurs one or more time a week on a regular basis, you can select “Weekly” and check the boxes to “Repeat On:”.  For example, if you were posting a month-long exhibition for the Emporium Center, you would check the dates M, T, W, T, and F – as we are closed on S and S.

I never find the need to use the “Monthly” option.

Publish
If you click the “Save” button, it only saves the event in the system but does not list it online.  Be sure to click “Publish” in order to post the event online.
