
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.

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.

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.

Short Description: For Laptop bookings add the word Laptops in the !Short Description"

field.

CGS Events: Use the drop down menu and go to !Laptop Booking" in the CGS Events field.

Sub Categories: Use the drop down menu and add the correct text that starts with !Laptops

(then your Dept)" in the Sub Categories field.

Details: 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.


