Updating an Existing Calendar Event
April 10, 2014
To update an existing calendar event, you will need to know the date of the event. If the calendar event has a recurrence, you may make changes to the entire series or to only a single event.
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[bookmark: _Toc384899642]Editing a Single Event or a Series of Events
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.
Boards and Commission staff must login with their Boards and Commissions login and not their CMS login. The Boards and Commissions user name is your network username with the numeral 1 after as in this example. User Name: snelson1

3) Click on the Calendar icon on the Admin page.
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4) Use the calendar navigation to find the month and date you are looking for. Click on the date in the month view to view the calendar events for that date.
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5) Scroll-down the page to find the calendar event you want to edit. You will see a Modify button at the bottom-right of entries you have permissions to edit. Click on the Modify button.
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6) Make any changes you wish. When done, scroll to the bottom of the page and click on the Submit button.

[image: ]

7) You will get a pop-up window that will allow you to modify the single event or modify series.
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8) You will be prompted to confirm your entry. Click on the OK button.
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Congratulations, you have successfully completed the procedure. Your changes will be available immediately on the website calendar.
[bookmark: _Toc384899643]Boards and Commission Meetings
If you are cancelling a regularly scheduled meeting, do not remove the meeting from the calendar. You will place the word, “Cancelled,” into the event title to let website visitors the event has been cancelled.
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.
1) Find and modify the calendar event as shown in the preceding procedure. 

2) Enter the word Cancelled followed by a colon at the beginning of the Event Tile and the Short Title fields.
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a) You may update the Description field if there are any special instructions.

3) When done, scroll to the bottom of the page and click on the Submit button.
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4) You will get a pop-up window that will allow you to modify the single event or modify series. Click on the Modify Single Event button.
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5) You will be prompted to confirm your entry. Click on the OK button.
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Congratulations, you have successfully completed the procedure. Your changes will be available immediately on the website calendar.
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