
Adding a Calendar Event 
 

This document describes the basic steps to add a new Calendar 

event to the Wider Horizon’s web site. Not all features are 

described, so feel free to explore more advanced features, like 

adding images and URL links.  For assistance, please contact:  

 Wendy, wendysleuth@gmail.com  

 Sue,    slerner_1@msn.com  

 Kelly,  kellymarcum@gmail.com, 206.794.1310 

1. First, make sure you are logged in.  

Open the "Members Only" tab. Scroll down and click: "Dashboard" 

 

 

2. Look at top of page for "My Calendar". Click on "My Calendar" 
and then "Add Event" to add a new event. 
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The “Add Event” form will display. Fill out the form as needed for 

your event. 

3. EVENT TITLE: Enter the Event Title in the box marked “Event 
Title”. 

 

4. DESCRIPTION: In the larger text box, describe the event (when, 
where, with whom, and time). 



 

 

5.  EVENT CATEGORY: Check the Category box for public or 
private. 

 

 

  



6. DATE & TIME: Scroll down and enter your event’s date and 
time. You can manually enter the date or click on the 
calendar control and select the date. Then add the event’s 
“From” and “To” time. NOTE: Sometimes the time randomly 
shows as military time. Just try again. 

 

  



7. REPETITION PATTERN: Repetition requires you to add the 
number of times after the first event. If it is a single event, 
don't do anything, and select the default "Does not occur." If 
it does repeat, change the default to either weekly or 
monthly. (example: If the event repeats every week on the 
same day/time, enter: Repeats "1" times, every "7" "days"). 

 

If the event schedule is irregular, enter the next dates manually. 

 

 

  



8. LAST STEP: Publish your event. Click the “Publish” button to 
add your event to the Wider Horizon’s Calendar. 

 

CONGRATULATIONS!!! Your event is published!!! 

To view your new event, click the “View Event” link. 

 

  

You can now View the Full 
Calendar, Edit or Delete your 
new event. 

 

 

 

 

 

 

 



*There is a known bug with the Calendar, sometimes the calendar 

re-assigns your event to a Sunday. A few days after posting, review 

and make sure your event is correct. 

 

For assistance, please contact:  

 Wendy, wendysleuth@gmail.com  

 Sue,    slerner_1@msn.com  

 Kelly,  kellymarcum@gmail.com, 206.794.1310 

 

mailto:wendysleuth@gmail.com
mailto:slerner_1@msn.com
mailto:kellymarcum@gmail.com

