Using the Calendar to add bookings
for Laptops or Events

1 Go to the following webpage.

http://www.campbeltowngrammar.org.uk/calendar/events/index.php

You will load this page.
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2 Add your User Name and Password then Log in. Add your User Name in the
top box and your Password

in the bottom.



3 You will load this page.
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User: cgs2007
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2 Tue, May 1 S1 Rep to Head of Dep

? Thu, May 3 S1 Reports to SMT Link

? Fri, May 4 CGS Newsletter

[ Mon, May 7 May Day holiday

'? Thu, May 10 S1 Reports issued to Parents

[:# Fri, May 11 S1 Progress Interviews begin

[i# Tue May 15 S3 Rep to Head of Dep:

[[# Thu May 17 S3 reports to SMt Link

[Ef: | Mon; May 2T,z Sunsdn;3 :: m Experience covers 2 weeks until 1 June
[ Wed, May 23 S1 Parents Meeting

[[# Thu, May 24 S3 Reports Issued to Parents

[[# Fri, May 25 S3 Progress Interviews begin

['# Mon, May 28 Heads of Departments Meeting

[ Mon, May 28 m?LZ:ahlln Periods 5-6 Room 2.13 Number All

4 Go to the Add Event button on the right side.

Press the Add Event
button.



5 You will then be taken to this page.
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User: cgs2007

Edit Event

Short Descriptiong

Laptops

Sub Categories: Labﬁop; gcience bgpt

bal

cGS Events: / Laptgg Booking

-
|

Details:
J. McLaughlAn Periods 5-6 Room 2.13 Number All

" set Time/"

Occurd! @ Once :, Repeating : loating / Repeating

fart Date; | May =1 3] 2007 | % ! j Spans: 18 ] Day(s)

( save Changes ) [ Cancel ) (" Delete Event

Short Descriptjon: For Laptop bookings add the word Laptops in the ‘Short Description’
field.

CGS Events: UJse the drop down menu and go to ‘Laptop Booking’ in the CGS Events field.

Sub Categgries: Use the drop down menu and add the correct text that starts with ‘Laptops
(then your/Dept)’ in the Sub Categories field.

Detailg: Under ‘Details’ fill your Name the Period, Room and Number of laptops.
Start Date: Go to the ‘Start Date’ and add the correct date. Then press “Save Event’.

Finish: That’s it. Please remember to log out for security purposes. Press the
button on the top right hand corner.



