Calendar - Extending a Recurrence
January 17, 2014
For recurring calendar events, especially Boards & Commissions, it is often desirable to extend the recurrence of a meeting rather than entering a new event for the next year of meeting. This procedure will take you through the process of extending a recurring meeting pattern.
Boards & Commission Staff
Boards and Commission staff must login with their Civica Boards and Commissions user name and not their Civica CMS user name. The Boards and Commissions user name is your network user name with the numeral 1 after as in this example. Network User Name: snelson, Boards and Commissions user name: snelson1.
Boards & Commissions Staff Credentials
· Username:  your network username with the numeral 1 after (no spaces).
 e.g. snelson1

· Password: newuser1
“newuser1” is your initial password. Please change this password on your first login.
Extending a Recurrence
1) Go to the Civica CMS Administration login page;
http://civicaweb.santabarbaraca.gov/civica/admin/login.asp

2)  Login with your User Name and Password.

3) Click on the Calendar icon on the Admin page.
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4) Using the calendar navigation panel, find a date when the event occurred. It does not have to be the last recurrence. Click on that date.
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5) Scroll down the page to find the event you are looking for and then click on the Modify button.
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6) Scroll down to the Date Info section. If you want to extend the recurrence, change the date of the Recur Until… field.
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a) If this is a seasonal event, you may want to also change the Start Date.

7) If there is nothing else to update, scroll to the bottom page and then click on the Submit button. You will be prompted to update the series. Click on the modify series button.
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a) Confirm you want to update the database. Click on the OK button.
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Congratulations, you have successfully completed the process to extend a recurrence.
Boards & Commission Staff 
Please go through the calendar year and modify the cancelled meetings that you already know will not occur. Click for the Civica CMS: Updating an Existing Calendar Event document to learn how to do this. Do not delete meetings that will not be held, follow the instructions in the document linked above.
http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Calendar - Extending a Recurrence.docx
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Location: East Beach - Bathhouse Beach
[Reef & Run is a weekly ocean swimming eventat  Date: 7/11/2015
East Beach featuring 500m, 1000m or 1 mile swims, ~ Time: &:30PM -5:30PM
|4 biathlon 1000m/2 mile beach run will be offered
[when the tides are low. Entry fee includes hot
showers and lockers at the Cabrillo Bathhouse and
after party at East Beach Grill with food,
refreshments and live music.

[Reef andi Run Website

[Contact: 505) 8365123 (Cresenamon (o,
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