

Civica CMS: Calendar and News Posting Course Outline
June 7, 2013
[bookmark: _Toc357078087]Calendar and News Posting
Duration: 1 hour
Prerequisites: You must be assigned by your manager to post news and/or calendar items to your Department, Division or Program News and Calendar modules.
Description: In this class, you will learn how to post and edit news and calendar items to your Department, Division or Program News and Calendar modules. You will also learn about the procedure to request your item be posted to the website home page.
Learning Objectives:
1) Find and login to the Civica CMS Administration site: http://www.santabarbaraca.gov/civica/admin/login.asp

2) Learn to access the News and Calendar modules
3) Add a News item
4) Find and edit a News item
5) Add a Calendar item
6) Edit a Calendar item
7) Requesting an item be promoted to the home page
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