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CHAPTER 1 The



2.1 The Event Manager

Using the Event Manager, you canmanually add school events to your Redisite school calendar, or you can
automatically feed events from your PlusPortals, Google, and/or Office Outlook 365 calendars. You can also
import events from ICS files.

Important: Redisite only accepts active feeds fromGoogle, Office 365 with Outlook online, and/or
PlusPortals online calendars.

When you click Event Manager on theDashboard, several options appear along with the Events page.

Event Manager Options

Events Create, edit, or delete events.

Calendars Create, edit, or delete calendar names.

Categories Create, edit, or delete categories used to filter events.

Event Types Create, edit, or delete event types used for advanced event filtering.

Feeds Create, edit, clear, or delete external calendar feeds.

Settings Configure advanced system settings.

The Events page displays either the Event Calendar or a list of recently created events. To switch between
the two views, click Event Calendar orRecently Created Events.
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2.2 View and Filter Events on the Events Calendar

To view and filter events on the Event Calendar, follow these steps:

1. On the right side of the toolbar, click .

2. On theDashboard, click Event Manager.

The Events page opens, displaying either the Event Calendar or a list of recently created events.

3. Click Event Calendar to display all events in your Redisite calendar.

Important: The Event Calendar is an administration / management page the public cannot
view.

Event Calendar Viewing and Filtering Options

A Click the calendar you want to filter on.

B Click the event you want to filter on.

C Click the category you want to filter on.

D Filter based on your calendar, event, and category selections.

E Type the name of an event you want to search for.

F Click to return to the Events Calendar.

G Click to view a list of events you've recently created.
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Event Calendar Viewing and Filtering Options

H View previous or upcomingmonths, weeks, or days.

I View only events for the current day.

J View amonthly, weekly, or daily calendar.
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2.3 View a List of Recently Created Events

To view a list of recently created events, follow these steps:

1. On the right side of the toolbar, click .

2. On theDashboard, click Event Manager.

The Events page opens.

3. Click Recently Created Events.

Viewing and Filtering Options

A Click the calendar, event, and/or calendar you want to filter on.

B Create an event.

C Type the name of an event you want to search for.

D Switch between the Events Calendar and the list of recently created events.

E Select the check boxes for the events you want to delete, or click All to select all events,
and then click Delete checked.
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Viewing and Filtering Options

F Nameof the event

G Date(s) of the event

H All the calendars the event is assigned to

I The event type the event is assigned to

J All the categories the event is assigned to

K Source of events coming from external calendars (such as a PlusPortals, Google, or
Outlook 365 calendar).

L Navigatemultiple pages of events.
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2.4 Create Calendar Names

You can create calendar names and use them to filter and display events.

Example

You can create a calendar name for all athletic events and another one for clubs and after-school
activities. Visitors to your web site can then filter on a specific group of events.

Once you've created a calendar name, you can assign colors, events, and incoming feeds to it. There is no limit
to the number of calendar names you can create.

Follow these steps to create a calendar name:

1. On the right side of the toolbar, click to display theDashboard.

2. Click Event Manager > Calendars.

TheCalendars page opens, displaying a list of calendar names.

3. Click Create Calendar.
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4. Type aName for the calendar.

5. Optional: In theColor drop-down list, click a color to display with the calendar namewhen it appears in
lists, and then click Choose.

6. Click Add Calendar.

Note: To edit a calendar name or to delete one that is not linked to any events, click the name and do
one of the following:

n Edit theName and/or Color, and then click Edit Calendar to save your changes.

n Click Delete Calendar, and then clickOK to confirm the deletion.

Important: You can't delete a calendar name that is linked to events.

Tip: To return to theCalendars pagewithout saving any changes, click Return to Calendars.
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2.5 Create Event Categories

You can create event categories that allow users to filter on specific types of calendar events. There is no limit
to the number of event categories you can create.

Example

For an Athletics calendar, you can create event categories called "HomeGame"and "Away Game", and
then assign the appropriate events to each category. Visitors to your Athletics calendar can then filter
on homeor away games.

When creating an incoming feed, you can assign all events in the feed to an event category. Event categories
assigned in PlusPortals are automatically fed to your Redisite calendar.

Follow these steps to create an event category:

1. On the right side of the toolbar, click to display theDashboard.

2. Click Event Manager > Categories.

TheCategories page opens, displaying a list of event categories already created.
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3. Click Create Category.

4. Type aName for the category.

Note: Handle auto fills when you save the category.

5. Optional: In theColor drop-down list, select the color to display for the category in the Redisite
calendar block and in the event categories list, and then click Choose.

6. Click Add Category.

Note: To edit an event category or to delete one that is not linked to any events, click the category and
do one of the following:

n Edit theName and/or Color, and then click Edit Category.

n Click Delete Category, and then clickOK to confirm the deletion.

Important: You can't delete a calendar name that is linked to events.

Tip: To return to theCategories pagewithout saving any changes, click Return to Categories.

Chapter 2 | 14



2.6 Create Event Types

When you create an event, you can assign an event type to furthermanage, organize, and display the event
on your calendar. There is no limit to the number of event types you can create.

Example

You could create an event type called “Athletics” with custom attributes (express objects) called "Away
Game", "HomeGame", and “Opponent”. When creating an event, you can choose to display any
combination of these attributes (such as, "Away Game" and “Opponent”).

Important: The event type is an advanced feature not recommended formost users.

To create an event type, follow these steps:

1. On the right side of the toolbar, click to display theDashboard.

2. Click Event Manager > Event Types.

The Event Types page opens, displaying a list of event types already created.

3. Click Create Event Type.

4. Type aName for the event type.
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Note: Express Object is for development only.

5. Click Add Event Type.

Note: To edit an event type or to delete one that is not linked to any events, click the event type and do
one of the following:

n Edit theName, and then click Edit Event Type.

n Click Delete Event Type, and thenOK to confirm the deletion.

Important: You can't delete a calendar name that is linked to events.

Tip: To return to the Event Types pagewithout saving any changes, click Return to Event Types.
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2.7 Create Events

You canmanually add an event to your Redisite calendar using the following steps:

1. On the right side of the toolbar, click to display theDashboard.

2. Click Event Manager.

The Events page opens, displaying either a calendar or a list of recently created events.

Note: If you don't see the calendar, click Event Calendar.

3. Click Create Event and in the drop-down list, click the type of event you want to create.

Note: If you don't see the event type you want, see "Create Event Types" on page 15.

4. On theCreate New Event page, configure the "Event Options" on page 18, and then click Add Event.

Note: To edit or delete an event displayed on the calendar, click the event and do one of the following:

n Edit the appropriate "Event Options" on page 18, and then click Edit Event.

n Click Delete Event, and thenOK to confirm the deletion.

Tip: To return to the Events Calendarwithout saving any changes, click Return to Events.
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2.8 Event Options

When you create or edit an event, you define the following options in the Create New Event or Edit Event
page:

Note: See also "Create Events" on page 17.

Event Options

Title

A descriptive title for the event

Note: Titles should be 1-5 words.

Description

Text that describes the event

Note: Descriptions should be nomore than a few sentences.

Image/Thumb A thumbnail image that displays on the event page

Appear on Calendars The calendars the event appears in

Categories The categories the event is assigned to for sorting and filtering purposes

Event Links To

(Default) Nothing: The event appears as text with no links.

Event Page: The event contains a link to an event page, which is
automatically added to the sitemap under Events when you click this option.
By default, the event page contains the basic event details, but you can edit
the contents of the page.

URL: The event links to an external web page.

Page
Appears when you select Event Page in the Event Links To drop-down list.
Displays the text "Event pagewill be created" until you save the event. The
text is then replaced with View page, which links to the event page.

Link Text A descriptive display name to replace the event page heading or URL link

URL The full URL of the external link

Attachment A document that provides additional information about the event
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Event Options

Attachment Link
Text A descriptive title to replace the attachment's file name

Event Location

Location The location of the event

Timezone The timezone the event will take place in

Event Date(s)

Starts Date the event begins. If the event has a start time, select theHas start
time check box and select a time.

Ends
Date the event ends. If the event has an end date, select theHas end date
check box and select a date. If the event has an end time, select theHas end
time check box and select a time.

Repeat The repeat frequency for the event

Add Date

Adds the event to the selected calendars and displays the start/end dates and
times for the event underDates for this event.

To delete a date fromDates for the event, click .

Custom Date
Output (override)

Alternate date and time that displays on the event pagewhen the event is
reoccurring.

Example

Youmay have an event that begins Tuesday, March 19 but occurs
every Tuesday at 3:00 PM. By default, the first date (Tuesday, March
19) displays on the event page. You can override that date by typing
an alternate date (such as, Every Tuesday at 3:00 PM) for Custom
Date Output (override).
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Event Options
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2.9 Create Google Calendar Feeds

You can add Google calendar events to your Redisite calendar by creating a feed. You can also edit, clear, and
delete these feeds.

Important: Google calendarsmust be public to properly display on your website.

1. Open theGoogle calendar you want to add to your Redisite calendar.

2. Make sure that the calendar is public.

3. In your Google calendar settings, locate and copy the calendar address in iCal format.

4. In your Redisite, on the right side of the toolbar, click to display theDashboard.

5. Click Event Manager > Feeds.

The Feeds page opens, displaying a list of calendar feeds.

6. Click Create Feed.

7. UnderRegister Feed, configure the "Calendar Feed Options" on page 26, and then click Add Feed.

8. In the Feeds list next to the feed, click Process Now to feed events from theGoogle calendar.

The number of events processed for the feed, excluding reoccurring events, appears above the feeds
list. The number of events processed for the feed, including reoccurring events, appears in the
Number of Events column.

9. Repeat the preceding steps for each Google calendar you want to add your RediSite calendar.

Important: Although there is no limit to the number of feeds you can create, having toomany feeds
may slow load times and affect site performance.
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Note: To edit or delete a calendar name, click the name and do one of the following:

n Edit the appropriate "Calendar Feed Options" on page 26, and then click Edit Feed.

n To clear all events previously fed from theGoogle calendar, click Clear Feed, and then clickOK.

n To delete the feed, click Delete Feed, and then clickOK to confirm the deletion.

Tip: To return to the Feeds pagewithout saving any changes, click Return to Feeds.
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2.10 Create Outlook 365 Calendar Feeds

You can add Outlook 365 calendar events to your Redisite calendar by creating a feed. You can also edit, clear,
and delete these feeds.

Important: Youmust useOffice 365 with Outlook Online for this calendar feed to work.

To create an Outlook 365 calendar feed, follow these steps:

1. InOutlook Online, click .

2. In the Settingsmenu, click Calendar.

Note: If you don't seeCalendar, click View all Outlook settings.

3. Click Shared Calendars.

4. Under Publish a calendar, in the Select a calendar drop-down list, click Calendar.

5. In the drop-down list on the right, click the appropriate permissions, and then click Publish.

6. Copy the ICS URL that displays below the drop-down lists.

7. In your Redisite, on the right side of the toolbar, click .

8. On theDashboard, click Event Manager, and then Feeds.

9. On the Feeds page, click Create Feed.

10. In Feed URL / ID, paste the ICS URL, configure the rest of the "Calendar Feed Options" on page 26, and
then click Add Feed.

11. Next to the feed, click Process now to sync the calendar.
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The number of events processed for the feed, excluding reoccurring events, appears above the feeds
list. The number of events processed for the feed, including reoccurring events, appears in the
Number of Events column.

12. Repeat the preceding steps for each Outlook 365 calendar you want to add your RediSite calendar.

Important: Although there is no limit to the number of feeds you can create, having toomany feeds
may slow load times and affect site performance.

Note: To edit or delete a calendar name, click the name and do one of the following:

n Click the appropriate "Calendar Feed Options" on page 26, and then click Edit Feed.

n To clear all events previously fed from theOutlook 365 calendar, click Clear Feed, and then click
OK.

n To delete the feed, click Delete Feed, and then clickOK to confirm the deletion.

Tip: To return to the Feeds pagewithout saving any changes, click Return to Feeds.
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2.11 Feed Events from PlusPortals

If your school uses PlusPortals, your website is already configured to feed events from the PlusPortals
calendar to your Redisite calendar. When you create an event in PlusPortals, select the Show on Login Page
(Public) check box to automatically feed the event to your Redisite calendar. See Create a Calendar Event for
details.
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2.12 Calendar FeedOptions

When you create or edit a calendar feed, you define the following options on the Feeds page:

Calendar Feed Options

Name Type a short, descriptive name for the feed.

Enabled Click Yes to enable the feed.

Type For Google or Outlook 365 calendar feeds, click iCalendar Feed.

Feed URL / ID Paste the full URL for theGoogle or Outlook 365 (ICS) calendar.

Add events to
calendar

Optional: Add incoming calendar events to a calendar you've created on
RediSite.

Add events to
categories

Optional: Add incoming calendar events to a category you've created on
RediSite.

Convert dates / times
to site timezone

Convert dates and times in the incoming calendar to your website time
zone. Click Yes if you're not in the Eastern Time zone and/or the incoming
calendar does not match your time zone.
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Calendar Feed Options

Refresh Interval Set the refresh rate for your website. Set to 2-5 minutes. The default is 2
minutes.
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2.13 Advanced Event Manager System Settings

The Event Manager Settings page contains advanced settings for development purposes only. For details on
these settings, contact Customer Support.
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