Omni CMS Calendar — Creating an event

Please do not hesitate to contact me with any issues or questions.

Nicole Harrison
ncharrison@eicc.edu
563-336-3318
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To M Harrison, Micole A

from OMNI CMS.

Welcome! An administrator at your organization has added you as a new user of Omni CMS to help
maintain your organization's website. Your log-in information is as follows:

Username:
Password:

You can login to the system by using the direct edit button on the page you wish to edit or by using the
following direct link:

http://a.cms.omniupdate.com/11/?skin=oucampus&account=eiccd
Your administrator left you the following message:

You're account has been set up on Modern Campus.

Regards,
Modern Campus

This message was sent using Omni CMS.

https://www.moderncampus.com/
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The link will bring
you to the login
page for Omni
CMS.

Enter your
username and
password from
the email.
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Virtual Conference
March 7-11, 2022

USER CONFERENCE
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Join your colleagues for the first-ever Modern Campus customer conference held virtually on March
7-8.

Countless higher education leaders, innovators, and superstars like you will convene to explore every
step of the modern learner and modern administrator journey. It will all take place over four jam-

packed days from the comfort of your own home or campus

REGISTER HERE

Once logged in,
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have options for:

Overview —
Calendar view of
all the calendars
you have access to
are selected.

All Events — all
events you have
access to listed
out.
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Calendars, this is
the list of
Calendars you
have access to. To
see events for a
calendar it must
be checked.

To add an event,
just click on the
blue + New Event
button in the top
right corner.

Calendars

O ccc
[ eicc

' MCC

[ Admissions

This opens a New
Event page.

Click the arrow to
display the drop
down of Calendar.

Select your
Calendar from this
drop down.

hboard Conient v Reporis W Add-Ons v

(o} § fome v ©J ¥ [ ]

New Event

Event Details

Calendar

Event Name

From

To

Time Zone

Event Repeats

Additional Details

About The Event

Select calendar
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Next add the
name of your
event to the Event
Name.

Using the date
picker boxes in the
From and To fields
you can set the
start and end
dates for the
event.

An event can have
start and end time
or you can toggle
the All Day
checkbox to set it
as an all-day
event.

New Event

Event Details

Calendar @® mcc

Event Name Bookstore Closed for Inventory
From 03/08/2022 E 4:00 PM o All Day
Enter a start date and time for the event
To 03/08/2022 & 4:30 PM LY

Enter an end date and time for the event.
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If your event is
reoccurring on a
set schedule, you
can set that by
changing the
Event Repeats
dropdown from
Never to Daily,
Weekly, Monthly
or Yearly.

From there you
can set the
repetition of the
event and the end
date of the
reoccurrences.

Enter an end dale and ume 1or the even

Time Zone US/Central
Event Repeats Daily v
Every 1 day(s)
Until i
Summary every day




If you have details
and additional
information about
your event, you
can add that in the
About The Event
text box.
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Here is where you can add a description of the event

Each event allows

for a square image Event Image i’
x image that will be displayed on the event details page.

to be associated

Wlth |t |mages Image Alt Text

must be at least

500 by 500 pixels organizer Select organizer v+ Add New
Tags Filter by Tag

TO add an |mage Global tags can be managed in Tag Management.

click in the image

iCOI’] |n the Event Location Select location * 4 Add New

Image f|e|d. Location Room

Web Conference Link

This brings up a Select Image
dialogue box to
choose an already @ Sites » Home ¥ calendar
existing website
image or upload a Fiter by tag
new image, Filter by name =

calendar
The File Tree, will cinton
open in the eice

Select a file to see its preview.
‘calendar’ folder iocations
and from there muscatine
you will need to scolt
click on your
campus folder.
CANCEL




If your image
already exists you
may select it here,
or you can click
the blue UPLOAD
button in the top
center of the box.

Select Image

Q Sites » Home P calendar

UPLOAD W

Filter by tag

Filter by name

calendar
clinton
eicc
Select a file to see its preview.
locations

muscating

scott

CANCEL INSERT

This will pop up
another dialogue
box, click the blue
+ ADD button to
select an image
from your
computer to
upload. Once that
is selected, click
the START
UPLOAD button in
the bottom right
corner.

Upload to /calendar/muscatine

Access Group | (Inherit Existing) N

Files 4+ ADD or drag files from deskiop

CANCEL

Once your image
is uploaded it will
appear in your
image list and you
can select it and
click the blue
INSERT button in
the bottom right
corner.

Select Image

Q Sites » Home P calendar » muscatine

UPLOAD W

Filter by tag
N — aam
Filter by name = i

muscatine

= MCC-Students.png

Name: MCC-Students.png
Path: /calendar/muscatine/MCC-Students.png
Size: 600 = 600 (846K)

Last Modified: Never

Last Published: Never # Edit Image

CANCEL INSERT




|f you have an Event Image https:/leicc.edu/calendar/muscatine/MCC-Students.png m
image for your Select a 500px image that will b displayed on the event details page.

event you HAVE

Image Alt Text Smiling students standing in hallway talking|

TO add an Image

Alt Text. This is
just a description
of what the image
is showing.
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. . Organlzer Select organizer.. d New
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needs to be Global tags can be managed in Tag Management.
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and select that
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If the organizer Amy Herrig
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Next you can
select the location
of your event. If
your event is
online you can
skip this step.

If your location
isn’t already in the
drop down you
can click on the +
Add New link by
the drop down
arrow to add a
new location.

Location | Select location...

Location Room

Location | Select location. ..

ation Room
Select location. ..

=rence Link Agricultural Learning Center
Bickelhaupt Arboretum
utton Label Blong Technology Center
Clinton Community College
Clinton Community College Maquoketa Center
Clinton Community College Technology Center
Eastern lowa Community Colleges Administrative Offices
Figge Art Museum

McAvoy University Center

| Muscatine Community College

|v

You can specify
room name or
number in the
next field.

Location IMuscatine Community College

v+ Add New

Location Room | Strahan Lobby|

If you event is
online, or there is
a registration link
you can add the
URL to the Web
Conference Link
field and what you
would like the
Button to say in
the next field.

Web Conference Link

Button Label
Web Conference Link https:/fwww eicc edu/zoom|
Butten Label Join us en Zoom

Once you have
filled in all the
necessary fields,
you can click the
blue CREATE
button in the
bottom right
corner to create
the event.

CREATE




Your event will be
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