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[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Library Room Reservations Calendar (LRRC) is part of the Civica CMS Calendar module. The LRRC’s extended functionality was custom programmed for the Library to replace the Evanced web calendar which was used for room reservations in all branches of the Santa Barbara Public Library System. The purpose of this document is to guide Library staff through the entering of a calendar event for the purpose of reserving a room.
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[bookmark: _Toc410219574]Permissions
In order to use the Library Reservations Calendar, users must have been assigned permissions. Permissions are setup by Information Systems staff.

[bookmark: _Toc410219575]Public Calendars
The Library site has three calendar targets. Events can be targeted to any or all of these calendars.

[bookmark: _Toc410219576]Home Page Calendar
http://www.santabarbaraca.gov/gov/depts/lib/default.asp
[bookmark: _Toc410219577]Main Calendar
http://www.santabarbaraca.gov/gov/depts/lib/events/default.asp
[bookmark: _Toc410219578]Exhibits, Galleries & Displays Calendar
http://www.santabarbaraca.gov/gov/depts/lib/events/exhibits.asp 

[bookmark: _Toc410219579]Entering Calendar Events to Reserve a Room
Though this procedure is for reserving a room, you can generalize this to entering general Library events that do not require a room reservation.
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.

[image: ]

4) Click on the Add New Entry button, or find an existing event and click on the Modify button associated with that event.
[bookmark: _Toc410219580]Event Title
Enter a descriptive Event Title, Short Title and you must check Audiences Internet.
[image: ]
The Short Title is what appears in the Month view of the Calendar. 
You can see in the example below, the Short Title must be short.
[image: ]
[bookmark: _Toc410219581]Featured Event and Audiences
[image: ]
Featured Event: When this checkbox is checked, the event displays at the top of the Week display on the Library public calendar. If there are multiple featured events for the week, they will rotate from one to another on page refresh.
[image: ]
Audiences: Internet checkbox checked. Leave this checked or the event will not display.
[bookmark: _Toc410219582]Location Filter
Location Filter is optional. This location is used for the Google Map. If you leave the Map Active checkbox checked (it is checked as the default), it will show up on a Google Map.  This field is also one of the filters that website visitors can use to narrow the number of events viewed. If applicable, you should select at least one. This field is not used for the public calendar filter functionality. Use the location selector.
[image: ]
[bookmark: _Toc410219583]Age Group
This is a required field.  Select all appropriate age groups. If there is no appropriate age group, select N/A.
[image: ]
[bookmark: _Toc410219584]Selecting Divisions
Selecting Divisions determine how and where the event will be displayed. You must select at least one Division (you may select multiple Divisions). 
Selecting City Departments > Library will post the event on the Main City Calendar. 
*Do not select City Departments > Library for Library events where Community Event / Non-Library Sponsored, Art Exhibits or Non-Public Events are also selected in Divisions.
[image: ]
This table is a summary of how and where each Division will display.
	Target
	Division

	City Main Calendar
	City Departments > Library

	Library Home Page Calendar
Library Main Calendar
City Main Calendar
	Library > Community Event / Library Partnership

	Library Home Page Calendar
Library Main Calendar
City Main Calendar
	Library > Storytime

	Library Home Page Calendar
Library Main Calendar
City Main Calendar
	Library > Adult Program

	Exhibits, Galleries & Displays Calendar
	Library > Art Exhibit

	Library Home Page Calendar
Library Main Calendar
City Main Calendar
	Library > Children’s Program

	Library Main Calendar
	Library > Community Event / Non-Library Sponsored

	Library Home Page Calendar
Library Main Calendar
City Main Calendar
	Library > Library Closed

	Library Main Calendar
	Library > Non-Public Event

	Library Home Page Calendar
Library Main Calendar
	Library > Other

	Library Home Page Calendar
Library Main Calendar
City Main Calendar
	Library > Teen Program

	Library Main Calendar 
When Show Event is unchecked the event will show partial details i.e. the name of the room, when the room is booked and where, but the details are not available to the public.
	Show Event (unchecked)


[bookmark: _Toc410219585]Time Info
You must specify a Start Time, or check the All Day Event checkbox. End Time is not required, however you will not be able to schedule a room if you do not specify and End Time.
[image: ]
[bookmark: _Toc410219586]Date Info
You must specify a Start Date. If you have a recurring event, pick a pattern that most closely resembles the recurrence of the event. It is easier to delete events than to create exceptions, so when in doubt, pick a pattern that has more events than not. In the case of weekly and monthly recurrences the Start Date determines the day of the week or month that the event recurs.  
[image: ]

[bookmark: _Location_-_Reserving][bookmark: _Toc410219587]Location - Reserving a Room
Location and Room must be specified if you are reserving a room or area. You may specify only a Location if you want to indicate the location of the event, but do not want to reserve a room or area. Be sure to include the Setup and Take Down times if there is any. This field is used for the public calendar filter functionality.
[image: ]
You may skip selecting a room. This will allow you to schedule an event without reserving a room.
[bookmark: _Toc410219588]Show Event
Show Event is checked by default. In most cases, you will want this checked.
[image: ]
If Show Event is unchecked the event will appear on the Main Calendar, but does not display on the Home Page Calendar. The event will show partial details i.e. the name of the room, when the room is booked and where, but the details are not available to the public. Regardless, the event will show on the printable reports. In the example below, the Show Event checkbox is unchecked.
[image: ]
Regardless of the Event Title, the event will be displayed that the room is reserved.
[bookmark: _Toc410219589]Description
The Description field is required. Use as little formatting as possible: do not change font sizes or colors. If you are familiar with HTML Editor, click on the pencil button ([image: ]). This option will give you the same interface that you use to edit web pages.
[image: ]
If you copy and paste from Word, be sure to use the Paste from Word cleaning fonts and Sizes or Paste Plain Text buttons.
[image: ]
If you forget, you may clean-up any “weirdness” after the fact by clicking on the Clear Formatting button.
[image: ]
[bookmark: _Toc410219590]Additional Notes
This field is not in use.
[bookmark: _Toc410219591]Image and Associated PDF
Image and Associated PDF fields are optional.
[image: ]
Images should be of a square aspect ratio (250 x 250 pixels or smaller). Images display on the events list and in the event details.
[image: ]
The PDF is linked automatically to a More Info link in the events detail section.
[image: ]
[bookmark: _Toc410219592]Location Name, Contact Name and Contact Phone
All these fields are optional. The Location Name will be determined by the Location selected in the Location selector above. The Location Name field will add text before the Location field in the events detail.
[image: ]
[bookmark: _Toc410219593]Associated Link and Associated Link Text
You may create a text link to any page or PDF on the Internet, such as a link to the co-sponsoring company’s website or to a page or PDF on the City website with more information. In the example below, the text mailto: was placed directly before an email address. The text will read Send an Email to the Reference Desk and when the link is clicked on, Outlook will open and the email address reference@sbplibrary.org will be placed in the To: field.
[image: ]
[bookmark: _Toc410219594]Map Active
If you wish to have a Google map embedded in the event details page, with a pin on the location, leave the Map Active checkbox checked. The Map Active checkbox is checked by default, so if you do not want a map displayed, uncheck the checkbox.
[image: ]
[bookmark: _Toc410219595]Address Fields
All of these fields are optional. If you do not complete them, the Google map is generated from the Location selector. If you add information to these fields, it will override the Location selector and the pin in the Google map will be at the indicated location.
[image: ]
[bookmark: _Toc410219596]Presenter Name
The Presenter Name is an optional field. If completed, it will show as a field in the events detail display.
[image: ]
[bookmark: _Toc410219597]Internal Notes
Internal Notes is an optional field and never seen by the public. The only place where the Internal Notes field is displayed is in the reports section. Place preparation and setup information in this field; anything that will help Library staff to make the event a success.
[bookmark: _Toc410219598]Active
The Active checkbox is checked by default. If it is not checked, the event will not show anywhere in the system, except the Manage Events page list in the Civica CMS Administration site. Events that are not active will not block other events from being scheduled in the selected room at the entered date and time. 
[bookmark: _Toc410219599][image: C:\Users\SNelson\AppData\Local\Temp\SNAGHTML1b5069d.PNG]Reports 
Reports are part of the LRRC are printable reports. You may print one or all of the branches and select any date range. The report engine generates a Microsoft Word 2007/2010 document. The document is oriented in landscape and will completely fill the page because of the amount of data. Because of Word constraints on tables, some columns may not be resizable.


1) From the Civica Administration site, click on Reservations, Reports.

[image: ]

2) Select the Library locations, Start Date, End Date and then click on the Report button.

[image: ]

3)  If you would like a printable Word document, click on the Word button. You will be prompted to Save or Open the document. The document will be formatted in landscape orientation.

All Library events are included on this report, including events that are not marked as Active.
[bookmark: _Toc410219600]Linking to a Filtered Calendar
We need to let the calendar know only to show teen events. To do this we need to pass some parameters with the URL.
· Tell the calendar just teen events: SUB188=Y, 188 is the teen sub category
· Tell the calendar to ignore default filters and just use what we pass to it: calrefined=Y
· We have a choice, do we want to only show the teens check box under I'm Looking For or all the other check boxes:
· Just Teens Program: ShowSubs=N
· All filters (with only Teens checked): ShowSubs=Y. There is a catch to this all that all the other check boxes show which is not what the library wants, so I would go with the N option putting it all together:

Example:
http://civicaweb.santabarbaraca.gov/gov/depts/lib/cal/?ShowSubs=N&Sub188=Y&calrefined=Y
[bookmark: _Toc410219601]Entering an Art Exhibit Event
Art exhibit events tend to occur daily for an entire month, thus cluttering a calendar. For this reason, Art Exhibits do not show up on the 
1) Library home page calendar
 (http://www.santabarbaraca.gov/gov/depts/lib/default.asp)

2) Library events calendar
 (http://www.santabarbaraca.gov/gov/depts/lib/events/default.asp)
There is a special Art Exhibit Calendar that displays only art exhibits.
http://www.santabarbaraca.gov/gov/depts/lib/events/exhibits.asp
Because of these reasons, art exhibit events must be entered slightly differently than other events. In the following procedure only the items that are different from other events have been called out.
1) In the Event Title field, enter the full name of the art exhibit to include the name of the artist and the location of the exhibit in parenthesis. The short title should be the artist’s name.
[image: ]

2) In the Location Filter section, select only one location.
[image: ]

3) In the Divisions section, only select Art Exhibit.
[image: ]

4) In the Time Info section, check the All Day Event… checkbox.
[image: ]

5) In the Date Info section, enter the Start Date and end date in the Recur Until… field. The Recurrence Pattern is Daily.

[image: ]


6) Select the Location only. Do not select a Room. Select Show Event.

[image: ]

7) In the Location Name field, enter the room and library branch.

[image: ]
[bookmark: _Toc410219602]Location Change to a Single Event in a Series
This procedure is a “work-around” until the calendar module can be updated to accommodate this issue.
In this scenario, you have a recurring event. You would like to change the location of a single event in the series. The problem occurs that when you change the room, you get a room conflict from a future or past event (not an event on the day you are changing) and you are not allowed to make the change. The following procedure will allow you to make the change to the single event.
[bookmark: _Toc410219603]Solution
1) Open the recurring event on the day that you wish to change the location.

2) Scroll to the bottom of the page and click on the Submit button.

3) When prompted, click on the Modify Single Event button. This will create an exception to the series, and dissociate the single event from the series.

[image: ]

4) Open the same event again and change the location. This time the scheduling conflict will not occur because the scheduling check routine will only look at the one event.
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