
Last Updated January 5, 2016 

After logging into the calendar system 

Use this page to edit, duplicate, or 

delete an existing calendar, or to 

create a new one. 

To create a new calendar 

After clicking on Create New Calendar on 

the previous page, select the correct 

school year and school (or leave as is for a 

District Wide calendar).  Choose a unique 

title that is different from previously 

entered calendars for the same school 

year. 

Once you have filled in all of the boxes, click 

Save Calendar Details to move to the screen 

where you can input your calendar. 

Be sure to fill in the Created By, Created By 

Title and Created By Email boxes with 

complete information. 
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Use the legend above to choose the proper 

code for each day you mark in the 

calendar.  Only valid letters will be counted 

by the system and only one letter may be 

entered for any given day.  Enter non-

required holidays as V for Vacation Days. 


