
Event Calendar Administration 

Login 

 

Enter username and password.  The username and password should not contain any blank spaces. 

Security Level 

After pressing the Login button, you should see a welcome line on the top of the main section.  Make 

sure is shows your correct security level EVTD as your security level rather than just blank. 

Welcome Cleon,     Security Level: EVTD  Cat: 0 

 

Change password 

 

1. Select User Admin 

2. Check Change 

Password box. 

3. Enter new 

password in the  

field below. 

4. Click on the 

Update button. 

 

 



Enter a New Event 

 

 

1. Select date and start time of the event. 

2. The Short Description appears on the calendar and Event Summary list. 

3. Pick the Text color and background color that will appear on the calendar.  Pick 2 colors that are 

contrasting.   

Note: There is 4 preset URL to Google Map for the most popular flying location.  If the location is not 

listed, then choose Other and manual cut & paste your Google Map URL in the field box. 

Tips: Use Ctrl+C and Ctrl+V to copy and paste URL. 

 

 

To Change an event: 

1. Click on Edit button in the left navigation menu.  The List Event by Category is a future 

enhancement. 

2. You will see a table list of event.  Just click on the highlighted ID or Short Description to see the 

event form. 

3. You should be able to make any changes on the form. 



4. Click Update button to save. 

 

When adding a new event, try to use the same background and text color for same type of event.  Later I 

will assign a different color for each Event Director.  

 

IMPORTANT 

Always Logout when you are done editing.  The program does not allow more than one person to 

perform changes to the Event Calendar. 

 

View and Edit an Event 

 

Click on Edit button in  to see a list of events. 

 


