Add an event to the Service Events calendar

Operation: Add a meeting to the Service Events Calendar
Calendar lists: Lists Area, District, Group business, fellowship, and service events
Who can add an event?: Anyone can request that an event be added - it will appear on the

calendar after approval

Notes: Start here: http://joomla.aa-oregon.org/calendar

Add an event.
Click the + in the upper right corner of your
event date.
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General Tab

Change “New Event” text such as:
e “Holiday Potluck”
e “District 99 Homegroup workshop”

Select meeting details
e Category: Fellowship, District, etc.
e Start time and duration

e Contact info: optional. It may be useful

to add the dcm99@aa-oregon,.org
address

e Please respect anonymity and avoid

using last names

Notes field:
e This appears as hover text. Add
“Meets the second Saturday each

month”, or special notes on access,

details, etc.

i it R i o e
wagens s, ol [ ks Whevags L s . g a1l

[l e | F

| 1
Faww Evwnt
S | M ]
| el ] Il ]
g i 1 b | i
Y-
Caemts [ Cid i g 1wt e S e
7 -
[ ) ] ey [ T et |
L T - =
& mmima [Te 2=
P o |

=
[E B T
e

S— FEE N TR Fee o Eo o et 1|
Meats the first Tuesday of the monthy]

Tuesday Wednesday Thursday
[+] 1 [+] 2 [+] 2 [+] 4
Bp o District 23 biz 5:30p « District 19 biz |B:15p g District 24 Ii

F:30p o District 12 hiz |F:30p o District 8 biz | 7p o District 2 hiz

GETp - DiEie Meets the first Tuesday of the month |

B:30p o District =3

7p <y District 7 biz
7p @ Stag 164

[+ 8 -] 2 [+] 10 [+] 1



mailto:dcm99@aa-oregon,.org

Repeating Tab

None, Simple, or Advanced options:
o 1% 2™ 39 4™ 5" day of the month,
e Start and stop date
e Exclusionary dates

You may go back later and make medications
to only one event or all events in the series.

J Apply changesto - all dates - this date only
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Location Tab

Locations are available to select from a drop-
down list. You may also add a new location.

Building name, address, city, state
e Be as specific as possible
e Google map integration will also find
“16" street” or “1°"

Click Finish

and Main” in a city.
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Attachments Tab
This is not available using some logon and
permissions.

You may specify a file from your computer or
reference an existing web location.

If you experience any problems with this
please email the document to web@aa-
oregon.org and it can be added for you.
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Additional Request Notes
Before submitting, you can leave a message
with any additional information of questions.
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Edit an existing Event on the Service Events calendar

Operation: Edit an existing meeting on the Service Events Calendar
Who can edit this event? Only the creator of an event or calendar admins can edit. DCM'’s can

edit meetings on their district calendar.

Notes: Start by clicking on a calendar event to view:

Viewing an event
Click on the event to display event info

If you are the event creator or a calendar
admin, you can click Edit at the bottom of the
event page

Export event options.Import/Export function is
not fully enabled yet.

Any questions/problems please contact
web@aa-oregon.org
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