How to add and edit events on the www.t616.org website calendar:

Go to the calendar from the home page www.t616.org, or directly at www.calendar.t616.org
In the Main Menu box in the lower left, log in.  
Contact Janet Mebane to be set up with a user name and password.  Current users are Barb, Joanne, Teresa, Paul, and Janet.  You’ll be able to change your user name and password later if you wish.
 

Click on Current Month in the Main Menu to view the calendar  (don't use Current Week, it has a problem right now)
 

To add a new event:
Click on Add Event in the Main Menu.  It's easy to delete them so feel free to make up events to try it out.   A window will pop up for the new event.  Fill in Title and Description (put something there; it can't be blank).   For a single-day event where you know the start and end time, fill in the date, start time and end time.  If you don't know the time yet, just fill in the date and check "All Day Event."  If it is a multi-day event like a camp, use "Repetition - Daily" , repeat every 1 day, and fill in the start date and end date with All Day Event checked so you don't have to enter times.  Don't use the RSVP feature.  Click "Add Event" at the bottom to save your event to the calendar.
 

To edit an existing event:  
When viewing the calendar, click on the event.  When the event information window opens, click Edit to modify it (or Delete to delete it.)   Make changes, then click Save Changes at the bottom of the window.  
 

To add a link for a permission slip or other document:
(This is a little tricky, with a lot of steps, but easy once you get used to it.)
- Click on the event in the calendar to open it then click Edit.
- In the Description window type "Permission slip"
- (optional:  if you want it the link to be more prominent, highlight "Permission slip" and use the font button in the toolbar to make it bigger)
- Highlight the text "Permission slip"
- Click the "insert/edit link" button in the toolbar (top row, 8th button from left)
- select "Target" tab
- under Target, select New Window (don't need Target Frame Name)
- select "Link Info" tab
- click on "Browse Server", you'll see a list of the files already uploaded to their server
- Assuming your file has not been uploaded yet, click "Browse" near the bottom
- Find the document on your computer, select it
- click "Upload," now it should be in the list of files on their server
- click on the name of the file in the list
- click OK
- click "Save Changes" to save the event with the new document link
 

