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Opens to this screen

2007 is the default year, but if you are entering 
an event for 2008 or later, Select the YEAR you 
want to add an event
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Select the MONTH you want to add an event by first clicking the blue arrow 
box then selecting the month 
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When both the month and date are displayed, 
select the EDIT button to go to the EVENT 
EDITOR to add/edit/delete your event.

Allows you to:
•

 

Add a new event to the 
NorthernNeck.Com Events Calendar

•

 

Change an existing event entry
•

 

Delete an event

Why Do I want to do this?
•

 

Publicize Open House Events
•

 

Announce realty-related events in which your 
your customers may be interested

•

 

Announce your speaking engagements or 
events in which you will be a participant 
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1. Previously entered events for the 
selected month will appear in this 
area for you review, edit, or delete.

4. Enter a detailed description of 
the event 
NOTE:  The Event Details will appear 
when the events for that day are 
selected for viewing by the user
NOTE: HTML tags and links can be 
included in the Event Details 
description (See next page for example

2. To enter a new item:
SELECT the day of the month for the scheduled event
NOTE: Only 1 day can be selected.  If you want 
multiple days, you will need to enter the event for 
each day.  Just use copy and paste to repeat the 
Event Details
NOTE: The 1st is the default entry.  If you forget to 
pick a day, then your entry will appear on the 1st day 
of the calendar month

3. Enter a name for the event 
The EVENT NAME will appear on the calendar

5. Select UPDATE to post the event to the calendar 
Or press CANCEL to abort the event posting
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An entire entry might look something like this with HTML and links 
embedded in the text 

<P><A href=“http://www.xyz.com”>XYZ</A> is hosting an Open House for serious 
buyer at <A href=“http://[googlemaplinkhere]”>123 Maple Lane</A> in Menokin.</P>
<P>Please stop by between 1:00 and 5:00 PM to view the lovely grounds and specious 
interiors, enjoy fresh baked cookies and coffee, pick up a brochure, and have your 
questions answered by <B>Molly Sellers</B>, <I>XYZ</I>’s broker 
respresentative.</P>
<P>Please call 804-555-1212 or <A href=“MAILTO:mollysellers@xyz.com”>EMAIL</A> 
for additional information or directions. </P> 
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Example of Event Date
Example of Event Title

Example of Event Details

HTML TAGS USED:
•

 

For every opening tag <> there must be closing tag </>
•

 

<P> </P>  Used to denote a paragraph; puts a blank line between paragraphs
•

 

<B> </B>  Used to BOLD a bit of text
•

 

<I>  </I>  Used to Italicize a bit of text
•

 

<A href=“linkpathinfohere”> </A>  Used to assign a link to an object
−

 

For a web address the linkpathinfohere format is:  http://www.domainname.com
−

 

For an email address the linkpathinfohere format is:  MAILTO:usermailaddress
−

 

For a picture or image that you have uploaded to the web the linkpathinfohere format is the same s the 
web address but continues with additional path information:  
http://www.domainname.com/directory/image.jpg

•

 

The above are very simplistic examples…
–

 

Domain extensions may be .com, .org, .net, etc.; 
–

 

Images extensions may be .jpg, .gif, .png, etc.

http://www.xyz.com/
mailto:mollysellers@xyz.com
http://www.domainname.com/
mailto:usermailaddress
http://www.domainname.com/directory/image.jpg
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Here is an actual event ad with various added links

Link to the Menokin Bluegrass Festival Website

Link to a Google Map of the address

Link to the Menokin Foundation Website

Link to the Menokin Bluegrass 
Festival Website Tickets Page
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EDITING OR DELETING 
An Existing Event Entry

1. After you have successfully updated the calendar, you can go back and edit 
or delete your entry.  

2. The existing entries appear at the top part of the EDITOR while the “Add an 
Event” feature is available at the bottom.  You can edit existing events and 
add a new event on the same update.  

3. HOWEVER you if you delete an event, it the only update that can be done at 
that session.  

4. WARNING: The DELETE button is at the bottom right edge for the entry to be 
deleted.  If you hit the wrong delete button, that wrong item will be deleted 
and cannot be restored.  It will have to be reentered.
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