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Weekly Calendar Overview:

	Technical Jabber:

	“Static” web pages are pages that don’t change. Once you type the information in, it stays there until you change it.


The Problem:

WWCC’s Weekly Calendar was originally designed to replace the “static” weekly calendar for WWCC. The static web-page was a problem for the person who maintained the page because they were always getting requests for additions to the calendar, but sometimes these additions would be weeks or months in advance, and the person would need to keep the event in the back of their mind until that particular week came by. The static page was also a problem because as time progressed, it would have been helpful to know what events had already been posted in the past. Not only was this a tedious and tiresome task, but also it would have been really nice if some of the regular event contributors could have shared the workload and added their own events according to their department.

The Solution:
Our mission was clear: to create an easy to use, online application where events could be added by multiple personnel for any date as well as act as a searchable event listing once the current week was past. The Weekly Calendar web page also needed to be “dynamic” so that the weekly calendar administrator would never have to spend valuable time updating a web page.

	Technical Jabber:

	“Dynamic” web pages are pages that display information from an external source. (Usually a database) Whenever the information from the external source changes, the web page changes too.


The result of our efforts was the WWCC Weekly Calendar. Using a login name and password an infinite number of users can log in, add an event to the database, and have that event displayed on a dynamic web page. Multiple users now have multiple access levels according to the type of events that they have access to. “Super Users” have the ability to add, remove, and reset the passwords and permissions of every user under their control. “Super Users” also have the ability to add and remove an infinite number of event types and dish out event permissions according to those types.

The Weekly Calendar saves time, saves money, and still keeps everyone in your organization up to date on what’s new and going on.

The Super User:
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The administrative user in the Weekly calendar system is called the “Super User.” Each Super User has the ability to not only to manage users, but also to add and remove event types and give out user permissions according to those types.

When a Super User logs in to the Weekly Calendar System, two additional buttons are available to them. These buttons are the “Manage Users” button, and the “Manage Event Types” button. As their names indicate, these buttons allow each Super User to perform their administrative functions.

User Management:

When a Super User clicks the “Manage Users” button, they are taken to the “User Management” page. The User Management page displays all registered users (Including other Super Users) along with three options for each user. These options are, “Update Rights”, “Reset Password”, and “Delete this Account”. A “Create New User” Link is also available at the top of the User Management page.
 

- Adding a User

To make a new User, click the Create New User link at the top of the User Management page. This will take you to the Create New User page.

The Weekly Calendar keeps track of each user’s User ID whenever they add or update an event. This way, if you have several different users who have the ability to modify the same events, each user will know who the last person was who changed, or added the event.
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It is for this reason that it’s recommended that you make the user’s User ID something that easily identifies the Person that the User ID belongs to. The easiest way to do this is to make the User ID is something similar to that person’s name. For example, if the person’s name is “John James Doe”, their User ID could be “johndoe”, “jdoe”, or “jjdoe”.

What’s more, every user will always have the ability to change their password to anything they want, so to start out it is recommended that Super Users make the passwords of New Users easy to remember. They should then encourage New Users to change their passwords to something unique to each individual user.

The last option on the Create New User page is the ability to give the user one permission. The permission list is based on the number of types of events available.

If you want to add more than one permission to a user, you will need to add those permissions later.
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- Deleting a User

To remove a user, just click the “Delete This Account” link under that particular user’s User ID. You will be asked to confirm that you really want to delete this user (just in case you clicked “Delete” by accident).

Deleting a user is permanent. There is no way to bring back a user once they have been deleted. If you want to “bring back” a user, they will need to be re-created and their permissions will need to be re-assigned.

Also, please note that even though a user may have been deleted, events that have been listed by that user will still be marked as being entered by that user.
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- Resetting a User’s Password

If one of your users ever forgets their password, a Super User will have the ability to “Reset” a user’s password.

When you click the “Reset Password” button, you will be asked to confirm that you want to reset this user’s password (in case you clicked there by accident). If you confirm that you want to reset the password, the password will be reset to a random, 5-digit number. The Super User can then give this 5-digit number to the user that forgot their password and they can log in and change the password to whatever they want.
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- Issuing Permissions to a User

When Super User wants to change the permissions of a particular user, they can click on the “Update Rights” link below the user’s User ID. This will take the Super User to the Update Rights page for that particular user.

Once there, the Super User is shown the User ID of the User they are editing, the current permissions for that user, and two different forms of permissions that the Super User can give to the Selected User or take away from the Selected User.

Multiple permissions can be added, but because the permissions for each user is driven by the event types, (which there can be any number of) you will need to add and remove permissions one at a time.

Event Type Management:
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When a Super User clicks on the “Manage Event Types” button, they are taken to the “Even Type Manager” page.

From this page you can add new types and delete old ones.

- Creating Types

Creating a new event type is as easy as entering in the name of the new type, and clicking the “Create New Type” button. Once a Super User does that, they can then give users access to that type, and anyone looking at the Weekly Calendar can search through events based on that type.

- Deleting Types
Deleting an Event Type is as simple as hitting the “Delete” link for that particular type. You will be asked to confirm that you want to delete the type.

When deleting an event type, all events that are listed as that type of event will be changed to “general” events. So, this means that if I create a “Meetings” event type, then I go enter a bunch of events as “Meetings” events, but then I delete the “Meetings” event type itself, those events that I entered will be changed to “General” events.

Logging In/Out:

Never forget to log out once you’re done. Special security measures have been put in place to protect the weekly calendar from hackers. These precautions are MUCH MORE EFFECTIVE when you log out of your account whenever you’re done.

Event Management:

When a user logs in to the Weekly Calendar Administrator they are taken to the Weekly Calendar Administrator Main Page. From this page users can Change their password or select the date of the event that they want to add. A “Mini-Calendar” has been provided to make selecting a date easier.

Adding an event:
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Select the date that you want to add an event to.

This can be done from the main page by either using the drop-down boxes for the date or by simply clicking on the mini calendar. By doing either one of these things you will be taken to the “Event Listing” page, which shows all events going for that date, what type of event it is, and who was the last person to edit that event.

You can also select a date to add an event to by clicking on the mini-calendar on the “Event Listing” page.


2. Add your event.
 
If you want to add an event, click the “Add Event” link at the bottom of the “Event Listing” page. This will take you to the add event page.

The “Add Event” page enables you to enter all the relevant information about your event.
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The Event Title (please no HTML)


b. The Start and End Time

If you choose NOT to show your start or end times the times will still show up in the event viewer but will NOT be shown on the main “Weekly Calendar” page that the public sees.


c. The Event Type

The types of events you add can only be the types of events that you have access to.


d. The Event Description

This field is optional. If you enter in an event description, visitors to the weekly calendar from the web will be able to click on the title of this event and have this description come up in a pop-up window.

e. Repeat

If this event is a recurring event, (Meaning it happens on the same day of every week for a certain amount of time.) you can check the “Repeat” check box and have the event repeat. Just select how often you want the event to repeat and for how long you want it to repeat.

If you DON’T want the event to repeat, just leave the “repeat” check box un-checked and the event will not repeat.

3. Submit the Event

Once you’re done entering in the event information, just click the “Submit this Event” button to add it to the database.

Editing an Event:

Editing an event is very similar to adding an event, except the “repeat” feature is not available when you edit an event.

1. Find the Event

Find the event that you want to edit by going to the date that the event is listed on. Once there, click the “Edit” link that’s to the right of the event listing.

2. Edit as Desired

Edit the event as you see fit.

3. Submit your changes

Once you’re satisfied with your changes, click the “Submit Changes” button at the bottom of the page. No changes will be made to the event until you click this button. Once you click the “Submit Changes” button, you will get a message confirming that your changes were saved.

Note that your changes are made in “real-time” - meaning that once you hit that “Submit” button that your changes will show up immediately to anyone visiting the weekly calendar page.

Your Weekly Calendar User ID is also stored to inform other users of the calendar administrator that you’ve made changes to that particular event.
Deleting an Event:


Events can only be deleted by users who have access to each specific event type. Anyone trying to delete one of your events and does not have access to that event type will get an error.


To delete an event, simply find the event that you want to delete by selecting the date that the event is on, the click the “Delete” link next to the event.

You will be asked to confirm that you want to delete the event (in case you clicked “Delete” by accident).

Deleting an event is permanent. If you deleted an event by accident you will need to re-create that event.

Guidelines for event management:

There are a few important things to remember when managing your events.

· Use the “Repeat” function with caution.

The “repeat” function that’s available when you’re adding an event can be a potentially dangerous and wasteful tool if not used with discretion. It’s provided in order to help save time when entering in multiple events. However, if the information in the repeated event is incorrect or the event is canceled, you will need to go in to each event individually to modify them. There is currently no “Mass Delete” or “Mass Edit” feature.

Below are a few suggestions to keep in mind when repeating events:
a. Check, and DOUBLE check the event information before you repeat it.

b. Only repeat events that you KNOW are going to repeat

c. Use short durations rather than long ones 
(eg: Repeat an event for a month instead of a year if you are unsure how long the event will last.)


· Never use <Table> tags when adding HTML to your titles or descriptions

HTML Tables are a way for HTML programmers to format information in a certain pattern on a web page. In the case of the Weekly Calendar, the format of the web page should already be in place. Any use of tables in your titles or descriptions could potentially damage the existing layouts.

· Avoid using HTML in your event Titles

While it’s possible (at this point in time) to use HTML in the Titles of all types of events, it’s generally not a good idea. Event titles containing HTML code should be reserved for “Announcements” only.

The Weekly Calendar main page should look as clean as possible in order to help visitors find the events they’re interested in. Keeping HTML out of the event titles will help keep the main page looking neat and professional.
Special Features

The main “Special Feature” of the Weekly Calendar is its ability to use HTML in its Descriptions and Titles. As a person who adds events, you can use this to enhance the look and feel of your events to a style that’s truly your own, as well as provide links in your events as additional sources of information for your viewers.

HTML is a simple, easy to use (once you’ve done it a couple times), web page programming language.

If you want to add some “spice” to your events, we will go over some of the common features of HTML below. These tutorials will guide you, step-by-step, on how to add your own distinct “flavor” to your events.

Short HTML overview:

As stated above, HTML is a simple, easy to use web page programming language that almost anyone can learn without much effort. The letters “HTML” are actually short for “Hyper-Text Markup Language”.

HTML was designed way back in the days when the great Internet was still a baby and 28.8 modems were the “blazing Fast” wave of the future. Back in those days they needed a way to send lots of information in a small amount of space, so they decided to use text files (which, as most of us know, are pretty dang small). These text documents were then read by a “browser” and shown to the person who requested them. Ever since, the Internet (and HTML) has evolved into the Internet we know and love today

HTML is called a “Tag-based” programming language because it uses what are known as “tags” to tell your web-browser what to do. HTML tags are not complicated in any way - they’re simply words or letters that are placed inside less-than “<” and greater-than “>” marks. Also, almost every HTML tag has an opening tag (to tell your browser where to begin) and closing tag (to tell your browser where to stop). You can always spot a closing tag because it contains a forward-slash (“/”), and opening tags do not.

Below is an example of how HTML tags can be used to make some text BOLD:

This line:

<b>I want to make this text bold!</b>


Would show up in your browser as:

I want to make this text bold!

The “b” in the “<b>” tag is short for “BOLD”. This tells your browser to start making the text that comes after this tag “Bold”. The closing “</b>” tag tells your browser where to stop making the text bold. See how that works?

It’s the same way with every HTML tag: Just put the opening tag and closing tag in front of and behind the words you want to change and voila! You’re all set.

Here’s another example:

This line:

<b>I’m inside the bold tags!</b>  I’m outside the bold tags!

Would show up in your browser as:

I’m inside the bold tags!  I’m outside the bold tags!

Obviously, there are more things you can do with HTML then just bold your text, but we’ll get into that as we move on. 

Changing the font color in an event description:
Now, hopefully you’ve read through the HTML overview above and you know that HTML is a tag-based language, but what you probably don’t know yet is that some HTML tags have properties that you can play with.

Let’s take for example, the <font> tag. All by itself, the <font> tag doesn’t do much (In fact, it doesn’t do anything at all.) BUT, it does have properties that can be adjusted to make the font of the text you want to display look the way you want. One of these properties is the color property.

Here’s an example of how to use the <font> tag, along with its “color” property to change the color of a font:

<Font color=”Blue”> This text is Blue! </font>

Would give you:

This text is Blue!

Let’s take a closer look at this before we move on. You’ll notice that the <font> tag has both an opening tag (<font>) and a closing tag (</font>). Something else you will want to notice is that the opening tag (the one without the slash “/”) has the property “color” defined as “Blue”. The word “blue” can be changed with almost any other color you could want. Red, Green, Yellow, Black, Brown, Gold, Silver, Gray, and so on can all be used in the color property. You should find a good list of colors you can use in the HTML Tag Reference Guide at the end of this document.

Changing the font size in an event description:
Another useful property of the <font> tag is the size property. Here’s an example of how the size property is used:

<Font size=”1”> This is little text! </font>

Would make:

This is little text!

The following is also a good example:

<Font size=”4”> This is big text! </font>

Would make:

This is big text!
Normally, if you do not specify a size of font, the default font size for text is size 3. However, the Weekly Calendar has been programmed in such a way that if you do not specify a font size, the default will be size 2.

This is also a good time for us to mention that you can combine tags to make your text even more flexible. Remember the <b> (Bold) tag from earlier? Here’s an example of how you could combine it with the <font> tag to make big, bold text:

<Font size=”4”><b> I’m big and bold text! </b></font>

Would make:


I’m big and bold text!

Note that both the <font> tag and the <b> tag have their own closing tags, and that the tags are not inside on another. They are all separate in their own greater-than and less-than tags. “<>” This is where it’s important to know the difference between a tag, and a tag property. Even though the <b> tag affects how a font is displayed, it is a tag, and NOT a property, and should always be placed inside it’s own greater-than and less-than tags.

Grouping the tags together when they shouldn’t be grouped is probably the most common mistake when someone is new to HTML. (EG: using <font b></font> won’t work!) Don’t get discouraged if you find yourself doing this common mistake; almost everyone makes this mistake when they’re beginning.


Adding a “web-link” to your event description:

Adding a web-link to your event description can be helpful in an amazing amount of ways. For example, say you’re putting on a drama event or a sporting event, and you want to offer the event reader a link to a website where they can buy tickets, you can do this by adding a link to your event description.

In order to create a web-link, we will need to use the HTML “anchor” tag, or the <a> tag. The “font” tag (as we talked about above) and the “anchor” tag are probably the most commonly used tags in HTML. Like the <font> tag, the <a> tag has properties, and one of those properties is the “href” property. “href” is short for “Hyper-Text Reference”  The <a> tag also needs a closing tag in order to tell a browser where to stop. So, let’s say we want to link to the WWCC homepage in one of our events. Here’s how you can create a link using the <a> tag:


<a href=”http://www.wallawalla.cc/” target=”_blank”> Click me to visit WWCC </a>

Would make:


Click me to visit WWCC
All you need to do to make the link go to somewhere else is change whatever URL is in the href=””, and you’re good to go!

Note the extra property we put in there: the “target” property. Setting the target property to “_blank” will make the website that has been linked open up in a new, “blank” window. Because the event descriptions in the Weekly Calendar open up in a pop-up window, you’ll probably want to make all of your links open up in a new window. If you do not, your links will open up in the pop-up window, which is a little inconvenient for the person looking at the event. Be sure to add the target=”_blank” property to your links to make sure your visitors don’t get annoyed by your links.

Short HTML Tag Reference Guide:

General Text Enhancement Tags:

· For Bold Text, use the <b></b> tags.

Eg: <b>I am Bold</b> -- I am Bold

· For Italic Text, use the <i> </i> tags.

Eg: <i>I am Italic</i> -- I am Italic

· For Underlined Text, use the <u> </u> tags.

Eg: <u>I am Underlined</u> -- I am Underlined


The Font tag: <font>

· The Color Property:

Eg: <font color=”Red”>I am Red</font> -- I am Red

For a fairly complete list of possible HTML colors you can use, visit the following URL:
http://developer.netscape.com/docs/manuals/htmlguid/colortab.htm


· The Size Property:

Eg: <font size=”3”>I am size 3</font> -- I am size 3.

The range of possible font sizes is 1 through 7.


Linking to another web page: <a href…>

· The HREF property:

Eg: <a href=”www.yourlink.com” target=”_blank”>Visit My link</a> -- Visit My Link


· The target property:

Eg <a href==”www.yourlink.com” target=”_blank”>Visit My link</a> -- Visit My Link

Be sure to include the target=”_blank” in all your links to make sure that you don’t annoy your visitors! 

If you have any other questions about HTML, please contact your college’s Webmaster. If you have any technical questions concerning the Weekly Calendar, please send an email to webmaster@wallawalla.cc.
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