Annual Holiday Closure Events
January 7, 2015
Non-emergency City offices routinely close each year roughly between Christmas and New Years day. This event is entered each year into the Civica CMS calendar.
Holiday Closures Web Page
The Holiday Closures web page is sometime removed from navigation throughout the year, until it is time to enter the calendar event, usually in early December.
Be sure to login to the Civica CMS and update the following page before entering the calendar event.
http://civicaweb.santabarbaraca.gov/gov/cityhall/holidays.asp 
Annual Holiday Closure Event
The annual holiday closure event should be entered in the following way.
1) Event Title: Holiday Closures

2) Short Title: Holiday Closures

3) Audiences: Internet - checked

4) Age Group: N/A - checked

5) Divisions: 
a) City Hall Closed - Holiday Observed - checked

1) Time Info:	 All Day Event… - checked

2) Date Info:
a) Enter the Start Date
b) Recurrence Pattern: Daily NOT Weekends
c) Enter the Recur… Until date

3) Show Event:  checked

4) Description (if you copy and paste from this document, please use the Clean Paste from Word procedure):

Most City administrative offices and facilities will be closed from week day, month day, year through week day, month day, year. Offices will reopen on week day, month day, year.

Click here for complete holiday closure information and a list of offices and services that are open.

5) Active: checked

6) Submit the event and confirm
Normally Open Fridays
On Fridays that the City is normally open, during the holiday closure, you will need to remove these days from the series and add the assignment of City Hall Closed - City Offices Closes Alternate Fridays division. This must be performed as directed below in order for the Closed Fridays indicator on all website pages to indicate City offices will be closed.
[image: ]
1) After you have entered the Holiday Closures event series, navigate to a Friday that the City would normally be open.
[image: ]
2) Scroll-down and find the holiday closure event for that day and click on the Modify button.
[image: ]
3) Scroll to the bottom of the page, click on the Submit button.

4) Click on the modify single event button in the pop-up warning window. This has the effect of separating this day from the rest of the series.
[image: ]
5) Again, scroll-down and find the holiday closure event for that day and click on the Modify button.
[image: ]
6) In the Divisions section, find the City Hall Closed subdivision and check the City Office Closed Alternate Fridays checkbox (this is in addition to the Holiday Observed checkbox).
[image: ]
7) Scroll-down to the bottom of the page and click on the Submit button. Confirm the submission to the calendar database.
http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Calendar_-_Holiday_Closure_Events.docx
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