
Adding an Event to the Calendar 

1. From the Dashboard, hover over the “module Menu” (Blocks icon) 

 

2. Click on “Calendars” 

 

3. Calendar will display. Click on the “Create Event” or on any day on the calendar.  
I’m going to add an event to the Dr. Cash Elem. calendar as an example. 

 
 
 



4. Fill in “Event Name”, “Start Date & Time”, “End Date & Time”, and  
Description (if available) 

 

5. You have the option to add image to the calendar. Click on image icon to add a 
photo. 

 
 
 
 
 



6. Image properties will display. Click on “Browse” 

 

7. It will then display the resources folder where you have the option to select an image 
from the resources folder or option to upload another image. 

 

8. If you upload an image, fill out the “Title”, “Alt Text”, then click “SAVE”. 

 
 
 



9. Click “OK” 

 
 

10. Image will display with the Description. Select “your school”, “Location” (optional) 
and “Save & Publish” 

 


