How to Use the calendar. 

 First you need to sign in.
1. Go to www.LDS.org
2. At the top of the web site window towards the right hand side you will see sign in/tools.  Click on that to pull the menu down.

3. Now you have 2 options you can choose to sign in first and then go to the calendar or you can just select the calendar and it will automatically ask you to sign in.  This is your normal LDS sign in.

To select the calendars you want to subscribe to.
1. On the lower left edge you will see a box label “Subscribed Calendars” 

2. Beside it you will see an arrow.  If it points sideways click on the arrow so it points down.  This will show you all the calendars you are currently subscribed to.

3. At the bottom of the box you will see a link labeled “subscriptions”  click on it.

4. Now you can choose the calendars you want to subscribe to.  Click the button beside the calendar of interest to subscribe.  If you want to automatically get the email reminder notice if it is set from the calendar check the email box beside this.  Repeat until you have the calendars that apply to you.(under the gear icon on the top right is options and you can use it to be automatically subscribed to all new calendars)
To create an event on the calendar.  (You need the assigned ability to edit that calendar)
1. There are 2 methods here that both take you to the same place.  First you can click on the date where you set the event on the calendar.  Alternately you can click on the arrow beside the calendar of interest.  If you have the ability to edit that calendar then you will have a “create event” as a menu choice.

2. This will bring up a window with boxes for event name and calendar in it.  If you edit more than 1 calendar be sure you select the correct calendar.  Enter the event name and correct calendar.

3. From there click on the link to “add event details & location” to schedule the building.

4. This brings up the menu of options.  Fill each in as needed.  

5. Click on create event.  If it goes back out to the calendar and the event has been added you are good to go.  But if there is a conflict you have a warning message at the top of the screen and you haven't left the screen.  Below the warning message is a link for “Show conflicts”

6. Click the show conflicts link and then correct your date or time or rooms needed to eliminate the conflicts.  If there is still a problem contact the building scheduler to resolve the problem.
7. One addition trick to help avoid this is to use the weekly calendar mode because you can see better when people are using the building.  In weekly mode you can also see when the other ward is using the building as grayed out areas which is helpful in scheduling.
To print a calendar
1. Click the calendar mode you want.  Agenda, weekly or monthly.  

2. Then click the printer icon just above the body of the calendar near the right side of the screen.
3. Note in the advanced settings landscape and portrait are not as automatic as they should be.  You may have to change the printer setting also to change the printing
To sync this calendar to another calendar function for automatic download.
1. Click the gear icon with the arrow beside it on the top right of the calendar and then click synch.

2. Then follow directions for your third party calendar.

