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What is a Calendar Tool?

The front end of the calendar allows your audience to display the type of events they are
interested in and up to twelve months at a time. When users click on the event name the
description pops up in a new window. Fonts, colors, and layout are all customizable through
the Administration Toolbox.
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The Toolbox & Tool Setup

The Administration “Toolbox” appears on the left of every administration page and
contains links to available tools and setup pages. Click on the “Tool Setup” link to
customize your tools.

Variables
The variables section allows you to modify specific variables for all of the tools.
These variables give the tools their style and functionality.

Global Settings

To setup general font styles and colors that will carry throughout your tools
select “Global Settings” from the drop down box.

Primary Color:
The primary color is

The Toolbox Selup Waristies For | Global Setings >

Tool Setup

used throughout
the tools as the

1 Email Campaigns " Primary Color | geeegen .
- » Sacondery Color header and link
Lo color.
Header S |fonc-family: Myried, =Gill A |
& Fibe Sharing Sans®, *Cemcary |
GoERie®, "Trebuchet M9*, apial: | Secondary Color:
@Lﬂﬂm font-weighti! oormal; margin- The Seconé/ar
bortom: dpEr letcer-spacisg: lper )| N y
‘“- Suls Header Style fonc=family: Myriad, ®Eill | Cr?lor Ish USEdh
Phito Sana”, “fenta | throughout the
- o Gothic™, "Irebuchet MS5~, ariali | tools as the sub
Bs font=weight! mormal: margine |
boktem: dpx: lettes-spacisg: lp=: M| header color.
= TITIET H
@i‘% Hg%gggg] Text Styte color: black: fent-
— 5 family: "Irebuchec M5", verdans, Header, Sub-
Wariablas arial; fonv-siwe: 1lpe:
sdministalog Header, Text, and
baensgAgreman Link Styles: These
Lk 538 |co1or 1oLaaks text areas allow

you to customize
the styles of all of

the fonts

Vetising Style SOeRL np ey aahleyKathleen comistde £88 (RaURL) throughout the

" Addsecuy modst @ vee O W tools.
* Fibir Uplceaed Mithad =] My serer supports cestomn direchony penmissions
Man-DOM upload (defaul]) ¥ gt -
T o T wevsite sty
" SMIF Sener llocalHost full URL (starting
with http://) to
Lipgale your website style

sheet.

Add Security Module: If you do not already have a layer of security surrounding your
site’s administration area this option will add one for you. Users will have to log in before
they can administer any of the tools. Once the module has been activated the
“Administrators” link will appear in the Tool Setup section of the Toolbox.

File Upload Component: Select which file upload component is installed on your hosting
environment (if any). If you are unsure about what is installed on your hosting server click

the “Help?” link.

Email Component: Select which email component is installed on your hosting
environment (if any). If you are unsure about what is installed on your hosting server click

the “Help?” link.

SMTP Server: If you have an email component installed on your hosting environment it
will require an outgoing mail server. This is usually in the form of a domain name
(mail.domain.com) or IP Address (123.456.123.456).
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To setup variables for the Calendar Tool(s) select "The Calendar Tool” from
the drop down box.

Calendar

* Tool Name
* URL to Admin

*URL to Front-End

Setup Variables For The Calendar Toaol

Calendar
admin.aspfioclSelecion=calendarbicolMName=Calen
indexasphoolSelection=calendardioolName=Calend

Tool Name: This is a
unique label that will appear
in the header of the tool’s
administration page and in
the Toolbox.

URL to Admin: URL to the

Page Background Tone | [grk ’ ini i
tool’s administration page
Calendar Width I pieels (450 or Percent {100%)
100%

- Cotor: Name twriibe) or Hex (EFFFFFR) URL_to Front-End: URL to
Lewve Emgity for o Border preview the Front-End
foocooo

Today's Color Nams (wiits) or Hex (SFFFFFF) Page Background Tone:
silver | The background tone can be
Calendar T | ) joph & Year « “Light” or “Dark”. This tone
Display Weekday | Shod(Mon) v dictates which icons are

Available Filters

Show Filters

Calendar Format

Format: Fiter 1 Display: !.'luﬁ'ulFll:r 2 Display Fiter?\al
Exc Bathdays bdaysHoldays:hobdaysi0ther Eventaccther

Woaork Events work|Holidays holidays|Cther other
Ths opbion will dmplay the Tlers a8 & el box on the cakendar.
Yas ¥

Calendar Only w

displayed.

Calendar Width: This is
the width of the calendar on
the site in either pixels or
percentage.

Calendar Border Color:
This is the color of the
calendar border and can be

given by name (“"White”) or Hexidecimal Number (#FFFFFF). You can leave this field blank
to remove the border.

Today’s Color: The background color of the current date is different from the others.
This color can be given by name (*White”) or Hexidecimal Number (#FFFFFF).

Calendar Title: Select what information you would like in the title of the calendar. You

can select "Month & Year”, "Month”, *"MM/YY”, or “No Title".

Display Weekday: Select the format of the weekday name. You can select “Long
(Monday)”, “Short (Mon)”, or “Letter (M)".

Available Filters: This field allows you to create filters for your content such as

”ow

“Customers”,

Suppliers”, and “Other”. Once created, these filters will appear on your

administration form and each content item must belong to at least one filter.

Show Filters: This option is only available if filters are created and, if selected, gives the
user a drop down list of all filters to choose from. If you do not “Show Filters” then
specific filters must be coded into the ASP file.

Calendar Format: This option allows you to choose between the “Upcoming Events”,

“Calendar Only” or “Both Calendar and Upcoming Events”. Upcoming events are displayed
in a table format as shown in the “Calendar Front End” section of this document.

Upcoming Events Location: This option is only available if you are displaying both the
calendar the upcoming events section.
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Administrators

Once the security module is activated this section will appear to global
administrators in the “Tool Setup” section of the Toolbox. Clicking on the
“Administrators” link will produce the following screen.

Tool Users From this screen you can
N Uaar turn on/off (&), modify (#)
T YN o' delete (1) any of the
& Administrator Global Adevintstrator users other than the
d0fa Ashley Salinas e primary Global
S Administrator.

Adding and Modifying Administrators

Clicking on the modify icon (+#) or the "New User” button will produce the
following screen.

Tool Users Name: The user’s full
name.
" Name | pshloy Salinas
* Email Address | 3ohlav@ashleyKathlesn com Email Address: The user’s
P email address. They will use
. srensee this email to log in to the
Tool Access | Tool Administrator |5 tool administration and, if

THAL Bt Type Can oy modty 1escted 1oois.
[¥] Abeut | Content and Setup 5
Calerdar | Content Oy e
Latest Hews | Cordent and Sebup (3

an email component is
selected, the location they
will receive their password

reminders.
[ Pheta Gallery
[ survey Password: The user’s
password into the tool

administration.

Tool Access: This is the user type. Users can either be “Global Administrators” having
access to all tools, setups, and administrators or a “Tool Administrator”. If the user is a
“Tool Administrator” you can choose which tools the user has access to and whether they
have access to the tool’s setup screens ("Content and Setup”) or only access to modify the
content of the tool ("Content Only”).

Common Components

Icons

Here is a list of icons and their common definition throughout the tools:

#  Edit the record

- Delete the record

o View the record details

&l Copy a record

& Indicates if record is active or inactive. Click to toggle record.
= Expand or Contract a set of records

FH o
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WYSIWYG (wiz "&-wig) stands for What You See Is What You Get. Examples of
large WYSIWYG editing software include Microsoft FrontPage and Macromedia
Dreamweaver. These editors are utilized as visual methods of creating and

maintaining web content as opposed to editing the code behind the pages in a

text editor.

Each editor box will have a formatting bar very similar to Microsoft Word:

OR # % |y BB e | AD| 1+ eW@l @B

5 o | | LET] = Paragraph = FontMame = Size '| B : U | =
I

[ihl
i
i
i
i
iy

Each button will perform different actions on the text you have typed in the box
provided. Some of the buttons, however, are custom to this web-version of the

editor.

Spell Check
=Y

If you are using Internet Explorer to modify your content, this icon will

run a spell check on all of your text. A third party component called IESpell is
required for this function to work correctly. You can download IESpell from

http://www.iespell.com.

Paste from Word

& This icon should be used if you want to paste content from a word
document. If you paste content directly into your content area all of the font
definitions will be carried over and will not match the rest of your website.
Using this icon strips unnecessary tags and leaves all formatting that you

specified in place.

Hyperlinks

' This icon will insert a hyperlink to another location. Hyperlinks can be
links to other pages on your website, other websites, documents, etc.
Recommendation: I recommend typing the text or inserting the image that
will become the link FIRST (i.e. “Read More” or “Click Here” or a button
image), select the text/image and THEN click the hyperlink icon.

A Hyperlink -- Web Page Dialog

() Bookmark:

Jrtim:iftocalast/_tooks tools fso & Local intranet

o

Source: Check this if you want to
link to another page or document.

a)

b)

If you want to link to another
website choose “http://” from
the first drop down and enter
the web address (i.e.
www.ashleyKathleen.com) in
the box just to the right.

If you want to link to a page
or document on your website
simply type the name of the
file in the text box to the right

c) If you want to link to a document that you need to upload to your website click on the
folder icon on the right. This will take you to the Asset Manager which you can learn

more about later in this section.
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Bookmark: Check this if you want to jump to an anchor tag you have set up in the
current content.

Target: (optional) If you are using the “Source” method you can choose to open the link
in another window. If you already know the name of the window you would like to send
the link to (rare) simply type it into the left hand box. Otherwise, use one of the
selections in the drop down box. Leaving this field blank will open your link into the
existing window.

Title: (optional) Use this field to type a title for the link. This is displayed when the user
hovers over the text or object.

Images
el

This icon will insert an image into your content.

3 Image -- Web Page Dialog f Source: If the image is already on
- = the web (either local or remote) you
can type in the location here.

3 Internal image example:

Abgraments i Tog: . | "images/logo.gif”. For external
images or in situations where you

Border: | Berder Jove J e 1 would want to use the full path to
Width: LAY Left: o« | your image (like an email campaign)
Height: 4 [reset] Raght: = | type in the full URL (starting with
http://). Need to upload the
q;r:q?:ﬂw%?f;g;":lm’ﬂ?:tIt:ﬂ;::f:;ﬂ::ﬂ';ri:ﬂ::ﬂm image? Click on the folder icon to
evatt, sed dam .':n.ﬂ:'be.. At vera eos et acousam et psto duo dv;mres the right- This will take you to the
ot ms rabum, Shet dits kasd gubargren, no ses teldmats sanchs st Asset Manager which you can learn

Ls wam dolor &t i . . .
o T more about later in this section.

Title: (optional) Use this field to

[ttn: ffocainost]_tools/tocis jscripts fmage. % Local intranet | type a title for the image. This is
displayed when the user hovers their

mouse over the image.

Formatting Options: There are several formatting options such as Alignment, Border,
Width, Height, and Spacing which you can use to fit your image into your content.

HTML Source Editor

> This icon will display the code behind the content you have designed.

There are some things that are easier to accomplish through HTML code. You
should only use this feature if you are familiar and comfortable modifying
HTML code.
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‘A Source Editor -- Web Page Dialog
E @ o

ktable height="100%" celspadng="15" celipadding ="0" width="100%" bgcolor ="#ccccec” barder = 0°> e
<thody>
<tr»
<t =< frd>
<td valign="top" abgn="midde" width="600">
<table haight="100%" callspacing="0" cellpadding="0" bgcolor ="white" barder="0">
<tbody>»
<tr>
<td valign="tap" height="2%">
<table cellspacing="0" calipadding="0" width="38%" border ="0">
<tbody >
<t
<td><a hrefs"http: {jmy.ashieyKathieen. com/myAK" >
<img alt="my. AshleyKathleen” src= http: /fmy.ashleyKathleen.com/myAK fimages|_lago.gif™
border="0" [><fa><ftd>
<td dass="contactlinks™ valign="bottom" abgn="right"><a class ="contactLinks"
href="malto:ashley Bashleykathleen.com ™ =ashley Sashleykathleen.com</a = <ftd>
<fre
< fthody >
< ftable > <jtd>
<firs
4 -

<td badeground ="http: [fmy, ashleykathleen.comjmyAk images/_top.gif” height="2%">

<im are="httn: limv, achlsviathisen, romfmvAK imanest Tonnf™ harder="" /=< ltd> iy
Wrap Text @
Jintto: frocainast_tools tools/saripts source _xhtml.htm & Local ntranet ”

Asset Manager

You will be using the Asset Manager of the WYSIWYG Editor when you need to
upload files or select existing assets for your content.

Web Page Dialog =3l Folders: You can
. - | TR wees w | create/delete folders for all
o oo + =« | Of your assets. This will
ﬂ-m-::uz: o 11s = | help keep your files
1] sl & oz 2 | Organized so you know
) s @ miw e | where to find them. Select
ot ¢ == 1 the folder in which you
il hessfionom of & Tk gy X
& kst 11w | would like to choose or
i oot o 2w« | upload a file from the drop
down list located at the top
of the page.
*;:.‘.bcinil_bﬂ.m'm'_m!m.g" Preview Pane: If you
select an image from the
) Asset Manager you will see
pais . a preview of that image in
the Preview Pane on the left
— p— : : (= of the screen.
| Bl sz | g map e Ijmununl

Document List: On the right side of the screen you will see a list of the files for the
folder that you have specified. You can filter your files by type using the drop down box
on the top right of the screen.

Uploading Files: To upload a new file into the Asset Manager click the “Browse...” button
at the bottom left of the screen, find the file on your computer, then click the “upload”
button. This will upload the document into the folder you are viewing and highlight the file
in yellow.

Inserting a File: To insert the file into your content, simply select the document and
click the “ok” button at the bottom right of the page.
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The Calendar Tool

Upon logging into the Calendar tool you will see the following screen. Click on the
day number to add a new event or on an event name to edit that event.

Calendar
show | Al view | 1Morth [
March 2006 e (Mach (2006

“____“

5 ] 7 8 9 1o un
Lusech mg‘ Tr'iE te Dllahoms Trio to oklahorma
Cowntown
12 13 14 15 16 17 18
Trip o8 kg
19 20 2 2 23 24 25
Wik Birthday
26 7 i} 29 30 31
a5 Conferenoe 5P Conference 255 Comderence

Adding & Modifying Events

Clicking on the date number or event name in the previous screen will produce
the following screen.

Start Date: The date the event

Event Administration e o starts.
: apr 007 "
N BT End Date: The date the event
ot fhamaad ends.
L0200 donziga
Event Abbreviation: This is the
PeARETI peite e e text that will appear in the
T calendar. The user will click on
) this name to read the event
DAY i Ha@ e a2 ved FEHRE & -0 S description.
ol Fesguph r Forbses e =B 4 QK N B N | E | <8 E
Event Description: This is the
full event text that will appear in
a pop up window when the user
clicks on the event text. See
WYSIWYG Editor below for more
information on formatting.
Event Filters® Document Attachments: If
T e e RS me ] | your server provides a file
Seiectil upload component you can
E“‘"‘*‘“ attach documents to each event.
ST To attach multiple documents
you must “edit” the item for
Document Attachments each document you would like to
R add. Click the trash can icon (i)
Sl B 10 deeell a tee
next to the document to remove
Add To Calndar | [ Cancad | * Recuired it from the content item.
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Technical Support

If you have any questions regarding information in this document or think you need
help through this tool give me a call, or send me an email!

Contact:

Ashley Bennett Salinas
ashley@ashleyKathleen.com
(512) 996-8993
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