Boleros Web Calendar Instructions:
1. The easiest way to add an event is to go to the calendar and using your mouse, right click on an area and a prompt will display to “add an event”. Password is TYLER
2. Go to http://www.boleros.cc/calendar/plans.pl?active_tab=1 – this is the management page to add/delete and edit events. The user’s link to the calendar will be found on all the web pages and is different than your admin link. 
See: http://www.boleros.cc/calendar/ 
3. Type in info in areas marked in RED.
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4. At the bottom of this page, type the Calendar Password and click Add Event! to save the event. Password = TYLER

5. Below is the result of a successful addition to the calendar.
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6. If you have another event to add, lick the link on this page called “Add a new event”

7. If you are done adding events and want to go back to the calendar to view your additions, click the Calendars tab on the top of the form.

8. If you need to edit or delete the event, go to the Calendar page http://www.boleros.cc/calendar/ and right click on the event. You will have three choices (edit, clone or delete the event). To perform any of these choices you will need the password that was provided above.

9. For users, they can have the option to save your events to Outlook, email a reminder or edit the event. (Calendar users can’t change the event unless they know the password). See results below:
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