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Introduction to the Calendar Module 
 
The Foxbright Calendar Module allows you to keep parents and community 
aware of events throughout the year and it works seamlessly with your 
Foxbright for Schools website.  This module allows you to create different 
calendars for different groups, such as schools in your district or the athletic 
or music departments.  Additionally, the module allows you to create a 
District Calendar to house the main events of the District. 
 
It is helpful to understand two key terms as they are going to be used in the 
context of the Foxbright for Schools Calendar Module: “Events” and 
“Calendars”.  All the activities that you would like to appear on the 
calendars are added as “Events”.  The details about the activity such as 
start date, end date, time, cost, and location are specified when you create 
the event.  
 
“Calendars” should be thought of as a group of events that pertain to or are 
important to a specific group in your school or district.  When events are 
created they belong to a single “primary calendar”, however an event can 
be shared across as many calendars as necessary.  For example, the 
athletics department often has a group of events that pertain to their 
specific activities.  If, however, there is an important event in the athletics 
department, the district calendar administrator may want the whole district 
to know about the event and decide to share that event on the district 
calendar as well. 
 
Calendars, once created and associated with events, are easy to add to 
your Foxbright for Schools web site.  You can display all the events in a 
given month or show just the “upcoming events” of the next few days.  
Calendars can be displayed as a list or in a standard calendar grid format.  
Events from multiple calendars’ can be viewed on one web page. 
 
The Calendar Module Guide covers the following calendar responsibilities: 
 

• Creating, editing and deleting calendars 
• Adding, removing and deleting events 
• Sharing Events from one calendar to another 
• Adding web pages with calendar content so that the public can view 

the calendars and events 
• Creating specialized calendar views that show only upcoming events  
• Managing calendar editors 

 



Foxbright for Schools   Calendar Module Guide 
________________________________________________________________________ 
 

________________________________________________________________________ 
Calendar Module Guide                                                                               Page 3 

Managing Calendars 
Before you are able to add any events in the calendar module you must first 
create a calendar.  A separate calendar can be created for any group or 
department that has a set of activities they would like to communicate to the 
public.   
 

Note: You must be a Web Administrator or have the “Add / Delete 
Calendars” permission in order to create or modify a calendar.   

 
Once a calendar is created it has editors assigned to it.  The calendar 
editors have rights to add and remove events from their assigned 
calendars.  
 

Adding Calendars 
 
1. Select the Calendars tab from the CMS administrative panel. 

 

 
Figure CA- 1 

 
 

2. Click the Edit Calendars link.  
     
Note: Only people with rights to add calendars see the Edit 

Calendars link. 
 

 
Figure CA- 2 

  
 

3. Click Add Calendar. 
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Figure CA- 3 

 
 

4. Type in the Calendar Name you want associated with this calendar. 
 

5. Assign Editors by selecting users from the Available Editors list and 
clicking Add to move them to the Selected Editor area.   

 
Note: Only Selected Editors can add events to or delete events from 

this calendar.  These editors are the only people who are able 
to permanently delete events that were first added to this 
calendar.  Once an event is deleted, it does not appear on any 
calendar. 

 

 
Figure CA- 4 

 
 

6. Click Save.  
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Note: The calendar does not appear until a web page is created with a 
Section Processor set to Calendar Content.  Creating a page 
with calendar content is covered later in this document.   

 

Adding or Removing Editors from a Calendar 
You may want to change who has rights to add events to and delete events 
from a calendar. 

 
1. Select the Calendars tab from the CMS administrative panel. 
 
2. Click the Edit Calendars link.   

 

 
Figure CA- 5 

 
 
3. In the list provided, find the calendar you want to modify.  If the 

calendar does not appear in the list, use the Search Calendars fields to 
find it. 

 

 
Figure CA- 6 

 
 
4. Click Edit to the far right of the calendar name.   
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Figure CA- 7 
 
 

5. Add or Remove people from the Selected Editors area. 
 

 
 

Figure CA- 8 
 
 

6. Click OK.  The Selected Editors can now add and delete events from 
this calendar.  The Selected Editors that were removed no longer have 
these rights. 
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Deleting Calendars 
Prior to deleting a calendar, be sure that no pages contain its content.  If a 
calendar is deleted and a web page shows the calendar’s content, the area 
on the web page will be blank. 

 
Note: You can only delete calendars that do not have events 

associated with them.   
 

1. Select the Calendars tab from the CMS administrative panel. 
 
2. Click the Edit Calendars link.  
  
3. In the list provided, find the calendar you want to delete.  If the 

calendar does not appear in the list, use the Search Calendars fields to 
find it. 

 
4. Click the Delete option to the far right of the calendar name. 

 

 
Figure CA- 9 

 
Note: If your calendar has events associated with it, you will receive 

a message telling you that you must remove or delete them 
before you can delete the calendar.   Removing and deleting 
events is covered in the Managing Events section of this 
document. 
 

5. Select OK when asked “Do you really wish to delete this calendar.”   
The calendar is now deleted from the CMS software.   
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Managing Events 
Before you can add an event to a calendar, the calendar must be created.  
Events that are added to a calendar can be either new events that you 
create or events that have been created by other people for other calendars 
that you choose to display on your calendar as well.   

 

Adding a New Event – Required Fields 
There are several fields associated with each Event.  Some are required, 
some are optional.  These fields allow you to customize various options such 
as the date of the event, the cost associated with attending the event, the 
location of the event, etc.   

In this section, we lead you through the creation of a new Event using only 
the ‘required’ fields.  These fields must be populated before you can save the 
Event.  Following this section, we identify and explain the use of the ‘optional’ 
fields associated with Events. 

Note: An asterisk (*) next to the field name indicates that it is a required 
field and must have content. 

 
1. Select the Calendars tab from the CMS administrative panel. 
 
2. Click Add Event to add an event.   

 
Note: You must be an Editor of the calendar to add an event.  

 
 

 
 

Figure CA- 10 
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3. In the Primary Calendar* field, select the calendar from the dropdown 

menu to the right of the field that you want to add the event to. 

Note: s that you are assigned to edit will 
appear in this list.   
Only those calendar

 

Figure CA- 11 
 

er a descriptive title for the event as this is 
displayed on the calendar. 

5. In the Start Date* field, enter the date the event is schedule to start.   

ded as content to a 
published page, the public now sees the event. 

 

4. In the Event Title* field, ent

6. Click Save.  If this calendar has already been ad

 
 

Figure CA- 12 

Note: s a 
detailed description of the event as displayed below. 

 

 
Clicking the event title on the published calendar open
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Figure CA- 13 
 

 

Adding a New Event – Optional Fields 
There are several ‘optional’ fields available that enhance the functionality / 
display of the Event listing.  In this section, we list the optional fields and 
explain how they are used.  These fields can be populated when the Event is 
created or at a later time using the Edit functionality. 

• End Date:  If the event spans multiple days, enter the End Date.  The 
end date is displayed on the calendar webpage following the start 
date. 

Note:  The End Date must be later than the Start Date.   

• Time:  Enter the time for the event.  You can enter the start and stop 
time.  This field is displayed on the calendar webpage after the 
event title. 

• Cost:  Enter the cost associated with the event.  This field is not 
displayed on the calendar webpage, but can be viewed by clicking 
on the event and viewing the details. 

• Location:  Enter the location at which the event takes place. This field 
is not displayed on the calendar webpage, but can be viewed by 
clicking on the event and viewing the details. 

• More information:  This field allows you to attach a file to the event.  
The document could include a detailed schedule for the event or 
directions to the event.  The visitor can view this document from the 
event details listing by clicking on ‘click here for more 
information.’  
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• Description:  This text box allows you to manually add or paste 
additional information about the event.  You have full use of the editor 
functionality which allows you to format your text, link to images, etc.  
This field is not displayed on the calendar webpage, but can be 
viewed by clicking on the event and viewing the details. 
 

Sharing an Event 
Events can be ‘shared’ (added) by multiple calendars.  In this section you will 
learn how to add an event from another calendar to your calendar.  You can 
only add events from calendars you have permissions to. 

 
Note: You must be an Editor of the calendar before you can add an event 

to it. 
 

1. Select the Calendar tab from the CMS administrative panel. 
 

2. Find the event from the list of events displayed or use the search fields 
(at the top of the screen) to find your event.   

 
Note:  You can change the number of events displayed by selecting 

a number from the Events Per Page dropdown box at the 
bottom of the screen. 

 
 

 
 

Figure CA- 14 
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3. Select the event by clicking the Select box to the left of the event date. 
 

Note: To add multiple events to your calendar, click on the Select 
box for each event you want to add. 

 
 

 
 

Figure CA- 15 
 
 

4. From the Add Events to dropdown menu, select the calendar that you 
want the event(s) to appear on. 

 

  
 

Figure CA- 16 
 

 
Note:  Web Administrators have a calendar option called Show on 

All Calendars.  This is very useful for adding District Calendar 
events on all calendars.  

 
5. Click Add.  The event is now added to your calendar.  If the calendar is 

already added as content to a published page, the public now sees the 
event. 
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Removing an Event from a Calendar 
 

Note: You must be an editor of a calendar before you can remove an 
event from it.  Removing an Event from a calendar does not 
delete the event from the CMS.   

  
 

1. Select the Calendar tab from the CMS administrative panel. 
 
2. A list of events appears on the screen.  If you do not see the event you 

want to remove, use the Search fields at the top of the screen to find 
your event. 

 
3. Select the event by checking the check box to the left of the event 

date. 
 

Note: To remove multiple events from your calendar, click on the 
Select box for each event you want to remove. 

 
4. From the Remove Events from drop-down menu, select the calendar 

from which you want to remove this event. 
 

 
 

Figure CA- 17 
 

5. Click Remove.  The event is now removed from the selected calendar.  
If this calendar is already added as content to a published page, the 
public no longer sees the event. 

 

Deleting an Event  
 
Caution: Once an event is deleted, it is permanently deleted from the 

CMS software and no longer appears on any calendar. 
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Note: To delete an event, you must be an Editor of the events’ primary 
calendar.   
 

 
1. Select the Calendar tab from the CMS administrative panel. 
 
2. A list of events appears on the screen.  If you cannot find the event you 

want to delete, use the search fields at the top of the screen to find 
your event.   
 

3. Select the Delete option to the far right of the Event Title. 
 

 
 

Figure CA- 18 
 
 

4. Select OK when asked “Do you really wish to delete this event.”   The 
event is now deleted from the CMS software and the public will no 
longer see the event. 
 

Editing an Event 
You can edit an event that has been added to a calendar.  Once the change 
is made, all calendars immediately show the change.   

 
1. Select the Calendar tab from the CMS administrative panel. 
 
2. A list of events will appear on the screen.   Use the search fields at the 

top of the screen to find your event.    
 



Foxbright for Schools   Calendar Module Guide 
________________________________________________________________________ 
 

________________________________________________________________________ 
Calendar Module Guide                                                                               Page 15 

3. Select the Edit option to the far right of the event.   
 

 
 

Figure CA- 19 
 

 
4. In the Edit Event window, make the desired changes to the event.   
 

 
 

Figure CA- 20 
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5. Click Save.  The change now appears on all calendars that have this 
event listed on them. 

 

Adding a Web Page with Calendar Information 
You can create two different types of calendar pages depending on how you 
want the visitor to view the content.  These two types are:  Calendar Content 
and Upcoming Events. 

 
• On a page with Calendar Content, the person creating the page 

determines which calendar(s) are viewed by the visitor.  The visitor simply 
goes to the page and looks at the calendar.  These Calendar Content 
pages can be displayed as a List or Grid view.   

 
• An Upcoming Event page shows content from a calendar, but only shows 

events occurring in a short span of time.  The length of this span of time 
can be set for that calendar and can be different for each upcoming events 
calendar.  This is often used on the Home Page of a district web site. 

 

Creating Pages with Calendar Content 
When you create a page with Calendar Content, you select the calendar(s) 
whose events will show on the page.  Calendar Content pages are then 
shown in either List or Grid view. 

 
1. Select the Web Pages tab from the CMS administrative panel. 

 

 
 

Figure CA- 21 
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2. Click Add Page to add a new page.  
 

 
 

Figure CA- 22 
 

Note:  You can also change an existing page’s content area to 
Calendar Content by selecting Settings next to the page whose 
content you would like to change.  

 
3. Enter the Page/Menu Name. 

 
4. Select a Page Layout format using the dropdown box.  In most cases, 

it is preferable to use a Two Column format since it gives the most 
space for the news articles displayed. 

5. Click on Advanced Settings to change the content type for the page.  

Note: You must change the content type from HTML Content to 
Calendar Content in order for the Events to display.   

6. Under Section Processors, use the dropdown menu to the right of the 
Center Content field to select Calendar Content. 

 
7. Click on Save Page. 

 
8. Click Edit to enter the Content Area of the new page. 

 

 
 

Figure CA- 23 
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9. A list of available calendars that you have permission to add appears 
on the left.  Select the desired calendar(s) and click Add to move them 
to the Selected Calendar list. 

 
10. Save and Close the page.   

 
11. Publish the newly created page.  The calendar(s) and the associated 

events now appear on the web page and can be viewed by the public. 
 

 
 

Figure CA- 24 
  
 

Creating Upcoming Event Content Page – Required Fields 
The Upcoming Events calendar is often used on calendars appearing on the 
home page.  On the Upcoming Events page you select the calendar whose 
events will show on the page.   

There are several fields associated with the Upcoming Events Page.  Some 
are required, some are optional.  These fields allow you to customize various 
options such as grouping the events by date, how many days into the future 
the calendar looks for these upcoming events, or how many days the events 
are displayed after they have happened, etc. 

In this section, we lead you through the creation of a new Upcoming Events 
Page using only the ‘required’ fields.  These fields must be populated before 
you can save the page and display the upcoming events.  Following this 
section, we identify and explain the use of the ‘optional’ fields associated with 
an Upcoming Events Page. 

Note: An asterisk (*) next to the field name indicates that it is a required 
field and must have content. 

 
1. Select the Web Pages tab from the CMS administrative panel. 

 
2. Click Add Page to add a new page.  
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Figure CA- 25 
 

Note:  You can also change an existing page’s content area to 
Calendar Content by selecting Settings next to the page whose 
content you would like to change.   
 

 
3. Enter the Page/Menu Name. 

 
4. Click on the Advanced Settings bar. 

 
5. Under Section Processors, use the dropdown menu to the right of the 

Center Content field to select Upcoming Events. 
 

6. Save the page. 
 
7. Click Edit next to enter the Content Area of the page. 

 
8. Enter the Title that will be displayed at the top of the page when 

viewed. 
 

9. In the Calendar to Show* field, select the calendar whose event you 
would like to appear on the page. 

 
10. Save and Close the page. 
 
11. Publish the page.  Below is an example of an upcoming events 

calendar  
 

 
 

Figure CA- 26 
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Creating Upcoming Event Content Page – Optional Fields 
There are several ‘optional’ fields available that enhance the functionality / 
display of the Upcoming Events Page.  In this section, we list the optional 
fields and explain how they are used.  These fields can be populated when 
the page is created or at a later time using the Edit functionality.  

• Group By Date:   Default is No.  If you want to group your events by date, 
change this selection to Yes.  A ‘date’ heading will precede the event 
listing. 
 

• Calendar Page for More Link:  If you want to provide a link to another 
Calendar Page, select the Calendar from the dropdown box. 

 
• More Link Text:  This field is required if you select a Calendar Page for 

More Link.  You should enter text to describe the link.  This text displays 
on the Calendar Web Page. 
 

• Show Upcoming Events Scheduled within the next ___ days and 
previous events that occurred within the last ____ days:   Select the 
day range of the events that you would like to show on the page.  For 
example, entering 14 in the first box (within the next) and 0 in the second 
box (within the last) would show only those events that occur in the next 
two weeks, and would remove the event from the calendar the day after it 
occurred. 

 
Note: If you leave these fields blank, all calendar events are 

displayed. 
 

Managing Calendar Permissions 
 
All user roles, other than the Web Administrator, must be assigned access to 
specific Calendars in order to manipulate content.  In other words, if a Content 
Publisher is not ‘assigned’ a Calendar, they do not have access to and cannot 
make changes to the content.  Below is a brief explanation of each permission.   
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Figure CA- 27 
 

• Can Add/Delete Calendars – Grants the user the ability to add and 
delete calendars.  Users with this permission also can edit all calendars 
and, therefore, change who are Selected Editors of all calendars.  Users 
with this right can view, edit, add and delete events to all calendars.  They 
also have the “Show on All” option which allows them to add events to all 
calendars at one time.  

• Can Manage All Calendars – Grants the user the ability to edit all 
calendars.  Users can view, edit, add and delete events to all calendars.  
They also have the “Show on All” option which allows them to add events 
to all calendars at one time.  
 

Modifying a Single User’s Assignments/Permissions 
1. Select the Users tab from the CMS Administrative panel. 

2. Search for the user whose permissions you would like to modify. 

3. Click on the Permissions option to the far right of the user name.  

4. Select the Calendars Tab.   

5. In the Calendar Assignments area, select the calendar(s) you want to 
grant the user the right to add events to and click Add.   

6. Optional Permissions: 

• Can Add and Delete Calendars:   Default is NO.  To grant the 
user the additional right to delete Calendars, select YES. 
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• Can Manage All Calendars:  Default is NO.  To grant the user full 
access to Add, Edit and Delete Events on all Calendars, select 
YES. 

7. Click Save. 
 

Modifying Multiple User’s Assignments/Permissions 
 
Note: Using this method, you may only grant the users rights to add events 

to the calendar.  If they require additional rights, you must modify each 
user’s individual permissions as noted above. 

 
1. Select the Calendars tab from the CMS administrative panel. 

2. Click on Edit Calendars. 

3. Find the Calendar to which you would like to grant users the right to 
modify, and select the Edit option to the far right of the screen. 

4. Select the users from the list of “Available Editors” and click on Add. 

Note: You may select multiple users by holding the down the 
control key while selecting the names from the list. 

5. Click on Save. 
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