
Instructions for Entering a Site Calendar (Not the Program Schedule)
(Not required by DESE—grantee use only)
The site calendar allows sites to keep a schedule of site events such as family night, or a field trip.  This can be printed and shared with staff, students, parents, school officials, and advisory boards.
From the left menu select Site Management
Click on Site Name

From the left menu select Site Calendar
Select appropriate month
Click on the blue ADD link and the form for entering items appears. Complete the required fields
Note: Items may be scheduled on a recurring basis.
Click SAVE

To edit the Calendar, simply follow the steps listed above.
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