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Logging in to your Account
Your website administrator will set up a username and password for you to log in to the library
website. If you need help with your account, please contact your website administrator.

To log in to the website, go to https://yavapaievents.org/user and type in your username and
password. (You might have to close the “branch modal” or library picker screen first.)

w Login | Yavapai Library Netwo X +
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EVENTS CALENDAR

Home / Log in
Login

Username *

Enter your Yavapai Library Network username.

Password *

Enter the password that accompanies your username.

After logging in, you will notice some additional features on the page, including the black
administrative menu across the top of the screen that gives you access to user functions for
your account. Each top-level item (Manage and your username) will open a secondary set of
options in the row below.

To log out of your account, click the Log out option on the second level of the black
administrative menu at the top of the screen.

ww Events Calendar | Yavapai Lib: X +
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= Manage Q search 4 staffadmin 4 Edit

View profile Edit profile Log out |=
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To change your password, go to http://yavapaievents.org/user and click the Reset your
password. You can also access your edit page by clicking the Edit profile option from the black
administrative menu.
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EVENTS CALENDAR RESERVE A ROOM

Home / staffadmin

staffadmin

The edit page will allow you to change your username, email address, and/or password. If you
are changing your password or email address, you will need to enter your current password.

= Manage 2 staffadmin

View profile Edit profile Log out le

staffadmin

View Edit

Home » staffadmin

Current password

Required if you want to change the Email address or Password below. Reset your password.

Email address

Avalid email address. All emails from the system will be sent to this address. The email address is not made public and will only be used if you wish to receive a new password or wish to receive certain news or notifications by email.

Username *
staffadmin

Several special characters are allowed, including space, period (), hyphen (), apostrophe (), underscore (), and the @ sign.

Password j

Password strength:

Confirm password

Passwords match:

To update your account, click the Save button at the bottom of the page.

URL alias

Specify an alternative path by which this data can be accessed. For example, type "/about" when writing an about page.

If you have forgotten your password, you can request a new one. From the login page, click on
the Reset your password link.
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Home / Log in
Login

Username *

Enter your Yavapai Library Network username.

Password *

Enter the password that accompanies your username.,
Log in

Enter your username or email address on the following screen and click Submit.

YAVAPA]
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Home / Reset your password
Reset your password

pEre—
Username or email address *

test@librarymarket.com

Password reset instructions will be sent to your registered email address.

A link will be sent to the email address associated with your account. Follow the instructions in
the email for resetting your password to regain access to the site.

Please note that you may be locked out of your account temporarily after five or more
unsuccessful login attempts in quick succession. If you have forgotten your password, we
recommend using the reset link rather than trying a series of possible passwords.



The Library Calendar Menu

The administrative menu that appears at the top portion of the screen includes a Library
Calendar menu item that includes all the calendar functions. To access this, click on Manage in
the top level—Library Calendar will be the first menu option.

wr Events Calendar | Yavapai Libr % +

&« c @ live-yavapai.pantheonsite.io #r @ D o

= Manage Q, search A staffadmin

¢ g Library Calendar _ ch structure 9 Configuration
Content
. Camp Verde Community Library v
eports

o)

Iy pecple @ Help I«

(928) 554-8380 Mon: 9:00am-8:00pm

Settings .
- 130 Black Bridge Rd Tue: 9:00am-8:00pm
Taxonomy Camp Verde, AZ 86322 Wed: 9:00am-8:00pm
See map: Google Maps Thu: 9:00am-8:00pm
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Depending on your level of access, you may not see all of these options.
This menu includes the following options:

e Content: add closings, events, and reservations (also available from the Content>Add
Content menu)

e Reports: contains links to all of the available report types

e Settings: set options for the system

e Taxonomy: adjust calendar-specific taxonomy terms (also available from the Structure >
Taxonomy menu)



Viewing the Calendar
There are two different calendar views. Use the Upcoming and Month buttons located above
the calendar on the right side to toggle between these views:

Upcoming Events — displays blocks with event details

Upcoming Events

Keyword Search

=

SEP Test Tabletop Game SEP Test Baby @z SEP Test Coloring Club
4 Night 5  Storytime 5 10:00am - 11:00am
Registration Type wep  9:00pm - 7:00pm mu  10:00am - 10:30am yy  Camp Verde Community
Sedona Public Library Camp Verde Library
Event Type Community Library
Start Time . .
e i r i e
SEP Test Teen Anime SEP Closed for Read a SEP Test Codin
09/03/2019 5 Club 6 BookDay 6 Class
au  1:00pm - 2:00pm prr 12:00am - 1:00am pri 2:00am - 3:00am
Camp Verde Community Some Branches Camp Verde
Library Community Library
AgE ey : 3
SEP Test Knitting Club SEP Test Private SEP Test Chess Night
Preschoolers (0 o 4 6 2:00pm - 3:00pm 9 Reservation Q  5:00pm - 7:00pm
years) pri Camp Verde Community von  8:00am - 9:00am Mon  Prescott Valley Public Library
Library Prescott Valley Public Library
Children (5 to 8 years) :E;J;I‘;\gf;;s[kv/\rlon
Tweens (9 to 11 years)
SEP Test Teen Movie SEP TestTech101 @ SEP Test Book Club =
Teens (12 to 18 years) g Night 10 Workshop for 10  3:00pm - 4:00pm
College-Aged mon  3:30pm - 7:00pm TUE Seniors qug  Sedona Public Library
Camp Verde Community 2:00am - 3:30am S
Adults Library Sedona Public Library

Monthly Calendar — displays current month’s events; use the arrows on either side of the
month/year to navigate the calendar

Filters
a o =0
Registration Type
Test Chess Test Tabletop Test Baby Closed for
Night Game Night Storytime 4 Read a Book
Event Type 5:00pm - 7:00pm 5:00pm - 7:00pm 10:00am - Day
10:30am 12:00am -
Test Tean 1:00am
Age Movie Night Test Coloring
5:30pm - 7:00pm club Test
10:00am - Coding £
Preschoolers (0 to 4 l 11:00am Class
2:00am -
years) Test Teen 3:00am
- Anime Club
Children (5 to 8 years) 1:00pm - 2:00pm Test Knitting
Club
Tweens (9 to 11 years) 2:00pm - 3:00pm
Teens (12 to 18 years) 9 10 1 1z 13 14
Test Tech ) Test Bab; Test
College-Aged FRIVATE 101 = FUBLIC stntyﬁmye 54 Coding 4
RESERVATION Wnrkshnp RESERVATION 10:00 Class
APPROVED = APPROVED Utkam = o
Adults Test Private Sewiors Test 10:30am :00am -
Reservation 2.00am - Reservation 3:00am
Older Adults 8:00am - — 8:00am - Test Teen —
9:00am 3:30am 9:00am Anime Club Test Knitting
Test Book 1:00pm - 2:00pm Club
ili 2 00/ 2:00pm - 3:00pn
Families Test Chess club - TestVoga e pm - 3:00pm
Night 3:00pm - Class Workout 4 Test Movie
All Ages 5:00pm - 7:00pm 400pm 3:00pm - Class Night
4:00pm § ; Y 7
TestTeen I jiggv: 5:00pm - 7:00pm
Program Type Movie Night i A

5:30pm - 7:00pm

Test Tabletop
Game Night



Each calendar view has an expandable filter that allows you to search for events. To open the
filter, click the Filters button in the top left. To expand any of the filter’s sections, click the down
arrow buttons. Be sure to click the Apply button after selecting filtering options. Reset will
remove any applied filters.

Nignt Game Night Storytime — Read a Book
Event Type I 5:00pm - 7:00pm I 5:00pm - 7:00pm 10:00am -
10:30am 12:00am -
Test Teen 1:00am
Age Movie Night Test Coloring
5:30pm - 7:00pm Club Test
10:00am odi @
Coding
Preschoolers (0 to 4 I 11:00am Class
2:00am -
years) Test Teen 3:00am
" Anime Club
Children (5 to 8 years)

1:00pm - 2:000m i Test Knitting
Club

2:00pm - 3:00pm

Tweens (9 to 11 years)

' Teens (12 to 18 years) 8 9 10 1 12 13 14

College-Aged PRIVATE TestTech o | pusLic g:‘r:;m @ I Eﬂing @
RESERVATION RESERVATION
- Workshop - 10:00am Class
APPROVED for APPROVED »
Adults Test Private o Test 10:30am 2:00am -
Reservation 2:00am - Reservation 3:00am
8:00am - § 8:00am - Test Teen
' Older Adults — 3:30am e Anime Club Test Knitting
P 1:00pm - 2:00pm Club
Families fest Bool 2:00pm - 3:00;
I amities Test Chess Club & g TestVoga Z 17t ey
AlLA gt 3:00pm - Cro Workout £ Test Movie
ges 5:00pm - 7:00m | 4000 3:00pm - Class Night
Test Teen 4:00pm 3,2?2: - 5:00pm - 7:00pm
Program Type Movie Night Test Tabletop s
5:30pm - 7:00pm Game Night
5:00pm - 7:00pm
Library Branch
15 16 17 18 19 20 21

Room Test Chess Test Tech Test Yoga Test Baby Test
D —————— Night 101 = Class c4 Storytime @ I Coding £4
5:00pm - 7:00pm ‘v:nvlsholi 3:00pm - 10:00am - Class
v y . 2:00am -
" 4:00pm 10:30am
- APPLY RESET Sy —— Seniors —
Test Teen A= Test Tabletop Test Teen
Movie Night 3:30am Game Night Anime Club FRIVATE Fa
5:30pm - 7:00pm 5:00pm - 7:00pm 1:00pm - 2:00pm EVENT
Test Book @ Staff
[ el Ttz || meeting

Which search filters are available to staff and which are available to the public can be
configured in settings (see Settings section of this manual for more information). The available

ones include:

o Keyword Search: look for specific terms
e Date: set start date for event list (only visible on Upcoming view)

e Event Type: select to view events, closings, and/or reservations

e Age: select age group(s); this filter is open by default when enabled to show color-
coding key

e Program Type: select one or more event categories

e Library Branch: select one or more locations

e Room: select one or more rooms



Hovering over an event in any calendar view will load a sidebar with event information.

@ Events Calendar | Yavapai Libr X +
<« C @ live-yavapai.pantheonsite.io/events/month r @ D 0
Q Search

€ W LbraryCalendar [§ Content h Structure & Configuration Jy People @ Help

E Manage

2 5:00pm- 7:00pm
2019
MON

| SEP Test Chess Night

Camp Verde Community Library Organization: Prescott Valley Public
Library
(928) 554-8380 Mon: 9:00am-8:00( Room: Glassford Hill Room
. . Age Group: All Ages
130 Black Bridge Rd Tue: 9:00am-8:00p! Program Type: Games & Hobbies
Camp Verde, AZ 86322 ‘Wed: 9:00am-8:00g Event Details:
. . Q- - Join us for a night of chess! We will have
See map: Google Maps Thu; 9:00am-8:00p, several chess stations set up to
Fri: 9:00am-5:00pn| accommodate multiple players. Meet new
people, socialize, strategize, and play! ..
Sat: 9:00am-5:00pn

RESERVE A ROOM

Events Calendar

i= Filters

Keyword Search SEPTEMBER 2019 (> I

_ Monday Tuesday Wednesday Thursday Friday
Registration Type

Test Chess Test Tabletop Test Baby @ | Closedfor
Night Game Night Storytime Read a Book
Event Type 5:00pm - 7:00pm 5:00pm - 7:00pm 10:00am - Day

If you are not logged in, you will only be able to see public events on any of the calendar views.
Private events such as room reservations or staff-only events will be displayed when you are
logged in. Some events have different styling to help you find them on the calendar.

e Red outline — library closing (visible to all users)

e Green outline — reservation (visibility determined by public/private status; these will
have a note about their pending/approved and private/public status at the top)

e Dark blue outline — staff event or other private event (visible to logged-in users)

e Purple outline — conflicting event (visible to logged-in users)

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Test Chess Night Test Tabletop Game Test Baby @ | Closedfor Reada
5:00pm - 7:00pm Night Storytime Book Day

5:00pm - 7:00pm 10:00am - 10:30am 12:00am - 1:00am
Test Teen Movie
Night Test Coloring Club  Test Coding Class
5:30pm - 7:00pm § 10:00am - 11:00am S e &
'EelsthTeen Anime Test Knitting Club
Clul | & 5
1:00pm - 2:00pm AR
8 9 10 1 12 13 14
Test Tech 101 Test Baby Test Coding Class
PRIVATE RESERVATION PUBLIC RESERVATION
APPROVED Workshop for Lt APPROVED Storytime | 200m-300am 2
Test Private Seniors Test Reservation 10:00am - 10:30am
Rasarvation 2:00am - 3:30am o - Test Knitting Club
8:00am - 9:00am Test Teen Anime 2:00pm - 3:00pm
Test Book Club =z e Club
I Test Chess Night 3:00pm - 4:00pm ' 1-0npmo.g4-nopm @ | 1:00pm - 2:00pm I Test Movie Night
o % il & 5:00pm - 7:00pm
5:00pm - 7:00pm Test Workout
Test Tabletop Game c!h,, i &
Test Teen Movie Night 2 e
Night 5:00pm - 7:00pm S 0po e00ne
5:30pm - 7:00pm
15 16 17 18 19 20 21
Test Chess Night Test Tech 101 @ Test Yoga Class @ Test Baby @ | Test Coding Class @
5:00pm - 7:00pm Wﬂf_k!hﬂli for 3:00pm - 4:00pm Storytime 2:00am - 3:00am
Seniors 10:00am - 10:30am
LC_DRAFT 2:00am - 3:30am I Test Tabletop Game . I PRIVATE EVENT
Test Teen Movie e — Night l "[:stk Teen Anime Staff Meeting



Clicking any event will take you to its page, which displays all the information, a map, picture,
and registration form (if applicable).

Test Baby Storytime

S

OCT Key Lime Room = : r-‘—"‘““—f —
3 1000m-1030m =, T F

2019 Capacity: 15
THU Program Type: Storytimes
Also Occurs On v
Age Group: Preschoolers (0 to 4 years)

Location Information

This event is part of a combined series. If you register for this event, you will

be automatically registered for all of the following events in the series and will

5 130 Black Bri... +#

View larger map receive a reminder email before each event.

NG 7 Registration for this event will close on November 14, 2019 @ 10:00am.

There are 15 seats remaining,

130 Black Bridge
Loop Road
Event Details
Help your child get ready to read at our Baby Storytime. Each session will focus on
+ a topic and include books, songs, games, and activities designed to help your child

work on important early literacy skills. Registration is required.”
L ] Zellner Ln.

When you are logged in, you may see additional information on event details pages that isn’t
visible to patrons such as internal notes, room setup/teardown times, and event status.

Patrons can use the buttons at the top to add to their calendar (iCal or Google), send an event
reminder (not enabled when the event requires registration), print, or share the event.

Add to My Calendar:

Add This Event To Calendar

Dan't forget about this event. Add it to your calendar.

R I

Share:

Share This Event

Let your friends know about this event! Share it on social media.

Remind Me:

Setup Reminder

‘Want to be reminded about this event? Complete the form below to have an email notification sent to
you 24 hours prior to the event.

Email *

test@librarymarket.com




The light blue boxes at the top will display any applicable registration information such as
number of seats remaining, age/grade restrictions, and registration open/close dates. You may
see additional information here when you are logged in that is not available to patrons under
the Staff Notices section.

4 N
This event is part of a combined series. If you register for this event, you will
be automatically registered for all of the following events in the series and will
receive a reminder email before each event.

Registration for this event will close on November 14, 2019 @ 10:00am.

There are 15 seats remaining.

Clicking the picture will load a full-size image.

@ Test Baby Storytime | Yavapai = X +

<« C @& live-yavapai.pantheonsite.io/events/test-baby-storytime-3 % @ D Q 4+

You may return to any of the calendar views from an event detail page by clicking the
Upcoming or Month buttons located above the featured image.

Test Baby Storytime

= O

OCT HKey Lime Room

2019 Capacity: 15
THU Program Type: Storytimes
Also Oceurs O
Age Group: Preschoolers (0 to 4 years)

Location Information

This event is part of a combined series. If you register for this event, you will

. be automatically registered for all of the following events in the series and will

., 130BlackBri.. + i
View larger map receive a reminder email before each event.

= A Registration for this event will close on November 14, 2019 @ 10:00am
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Creating an Event

To add an event to the calendar, use the black administrative menu located at the top of your
screen while logged in (please note that not all roles will have access to event creation). Click
Manage, hover over Library Calendar, Content, and then click on Create Event.

@ Events Calendar | Yavapai Libr X +

< C' @ live-yavapai.pantheonsite.io x @0 @

= Manage Q, search A staffadmin ¢* Edit

€ e UbraryCalendar [ Content ¢} Structure A Configuration  Jy People @ Help |«

Content > Create Closing

Camp Verde Community Library v
Reports Create Event
. (928) 554-8380 Mon: 9:00am-8:00pm
Settings Create Reservation .
) 130 Black Bridge Rd Tue: 9:00am-8:00pm
Taxonomy r Camp Verde, AZ 86322 ‘Wed: 9:00am-8:00pm
See map: Google Maps Thu: 9:00am-8:00pm

Fri: 9:00am-5:00pm

Sat: 9:00am-5:00pm

This will take you to the Create Event form. Required fields are marked on the form with a red
asterisk. Some fields may not be available based on how your library has customized the form.
Fill out the following information:

e Title: enter the event title
e Administrative Settings
o Event State: leave at — None — for a new event
o Expected Attendance: enter the expected number of attendees for the event
o People in Attendance: enter the number of event attendees after the event for
recordkeeping purposes
o Private Event: check this if the event is private, such as a staff-only event (these
events will not display on the public calendar)
o Internal Notes: add any internal notes about the event (these are only accessible
by logged-in staff members, not the public)
o Internal Categories: select any internal use categories that apply to this event;
you can edit the display for these terms by going to Library Calendar > Settings >
Calendar Settings and scrolling down to the Reservation Field Settings, opening
the Internal Categories, and selecting from the Field Type choices (Checkbox List,
Select List, or Radio List)?!

1 Please note that Internal Categories will only appear if terms have been created in the Taxonomy List
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o

Additional Category: if you have elected to include an additional question
through the Structure > Taxonomy > Additional Category path, this new category
will appear as a set of checkboxes in the Administrative Settings section of the
Create Event and/or Create Reservation forms and in reports. This open category
is designed to be used for any additional information you’d like to add to
calendar entries

Internal Categories
Library - Internal
Library - Public
Public

Feedback Collected
No

Yes

e Room Information

O

O O O O O

Library Branch: select the appropriate branch for an in-house event or Offsite for
any other events

Room: select the room where the event will take place

Room Setup: select a layout for the room?

Room Setup Notes: enter any notes about your selected room setup

Equipment: select any equipment needed for the room3

Offsite Address: if Offsite branch is chosen, enter an address (this will change
the map on the event page from the library’s address to the one you enter)

e Event Scheduling

O

Setup Time: allow a buffer at the beginning of the event for setting up the room
(this time will not appear on the public calendar or affect the event’s start time,
but will keep others from booking rooms during this setup or teardown)
Teardown Time: allow a buffer at the end of the event for cleaning up the room
Event Date: select the appropriate date and time for the event

All Day: check this box to remove the time fields from the event; marking an
event as All Day will use default times of 12:00 a.m. to 11:59 p.m. on the
selected dates, and these will usually be displayed first on the calendar

Repeat: see section on repeating events for how to use this function

Ignore Conflicts: if checked, the event will not conflict with other events,
closings, or reservations.

e Event Registration

(@)

Enable Registration: select this box to enable a registration form for the event

2 Please note that room setup options will only appear if Room Setups have been enabled for events (in Calendar
Settings) and if the selected room has associated room setup options.
3 please note that equipment options will only appear if Room Setups have been enabled for events (in Calendar
Settings) and if the selected room has associated equipment options.
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Staff-Only Registration: select this box for events where staff members must
register patrons for the event (i.e. the registration form is hidden from patrons
and only accessible to logged-in users)
Special Registration Type: set registration for special cases (see descriptions on
form—these only apply to series events)
Registration Settings: these settings have system defaults that you can override
at the event level (see the section on system settings for how to set these
defaults)
= Seats Per Registrant: choose how many seats someone can register for
(allows, for example, a parent to register multiple children on the form)
= Capacity: set the total number of available seats for the program
= Enable Waitlist: select to add registrants beyond capacity to a waitlist
=  Waitlist Capacity: set the maximum size of the waitlist
= Reminder Date: enter a custom reminder date and time instead of using
the default reminder time (usually 24 hours)
= Registration Dates: enter a date and time to open registrations
(otherwise, registration will be available as soon as the event is created)
Registration Mail Settings: add a custom message for any emails to registrants;
default emails include a basic message and signature; any custom email
information entered in this section will be added to the default message
= Confirmation Mail: sent to registrants to confirm registration
= Reminder Mail: sent to approved registrants before event
= Waitlist Mail: sent to registrants placed on the waitlist
=  Waitlist Change Mail: sent to registrants who are moved from the
waitlist to the completed list
Restrictions
= Parent Required: check this box to require a parent/guardian name on
the registration form
= Library Card Required: check this box to require a library card number on
the registration form
= Disable Age Validation: check to ask registrants for their age without
validating against an allowed range (greys out Start Age and End Age
fields)
= Age Restrictions: set start and end age for the event; to make an “X and
up” event, select X for Start Age and leave End Age blank; to make an “Up
to X” event, leave Start Age blank and select X for End Age
= Disable Grade Validation: check to ask registrants for their grade without
validating against an allowed range (greys out Start Grade and End Grade
fields)
= Grade Restrictions: set start and end grade for the event; follows same
logic as Age Restriction field



= Add Custom Question: selecting this option will place a custom message
on the registration form (if, for example, you want to ask the registrant
how they heard about the event)
e Make custom question required: checking this option will make
the custom question a required element on the registration form
e Custom question label: place your custom question in this field
e (ategories

o Age Group: select the age group(s) for the event, which will color code the event

on the calendar and allow it to be filtered by ages

o Program Type: select the program type(s) for the event, which will allow it to be

filtered by category
e Event Details

o Default Image: select from a set of pre-loaded images*

o Photo/Image: upload an image to display on the event page; after uploading, a
text field will appear where you will add alt text (an important step in making
sure your calendar is accessible to screen readers)

Downloads/Attachment: upload a document for patrons to download
Contact Name: list a staff member that patrons can contact for additional
information about the event (displays on public page)

Contact Email: list a contact email address (displays on public page)

Contact Phone Number: list a contact phone number (displays on public page)
Presenter: list name of person leading the program or any guest presenters
Disclaimer: add default disclaimers or notes based on selected terms®

Default Description: select from a set of pre-loaded descriptions®

Event Description: type a description of the program that will display on the
event page; the Rich Text editor will allow you to format text and create links’

O O O O O O

Editing Tools:

4 Please note that default images will only appear if terms have been created in the Taxonomy List

5> Please note that disclaimers will only appear if terms have been created in the Taxonomy List.

6 Please note that default descriptions will only appear if terms have been created in the Taxonomy List.

7 If you use both a default description and the body field, both will appear on the event detail page with the default
one followed by the custom one.
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Event Description (Edit summary) *

Ed | Normal - &) [ source

\{ Heading styles
Remove all formatting

8
[
=
[
A d
Al
][]

Bulleted and
numbered lists

Text styles (bold, italic,
1 strikethrough, super-, About text formats
and sub-script)

To use heading styles, highlight the desired text and click the Format dropdown menu. Choose
the appropriate heading style from the list. To maintain consistency in text styles across the
calendar site, only use Headings 3 and 4 inside event descriptions.

To create links, highlight the desired text and click the link icon (labelled above). Add a URL and
title. If you are linking to an internal page, use the path (everything that comes after
librarymarket.com, such as /reserve-room). Please note that the CSS for your site will create
special styling for links, so there is usually no need to add extra formatting (such as bold text or
changing text color) to links. To have the link open in a new window, open the Advanced
options to select Open in new window. Click Save.

URL

http://www.google.com

=

Once you have added all the information for your event, select which moderation state you’d
like to place your event in.

The workflow stages for Content Moderation include:

e Draft — event is not published and will display with a pink background

e Reviewed — event is not published and will display with a pink background

e Published — event is published and visible to the public (as long as the “Private”
checkbox isn’t selected)

e Archived — event is not published and will display with a pink background
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Save as: Draft v

Save

In many cases, which options you have for moderation states will depend on your user role.
Changing which roles can use which states will require a permissions update, so please contact
Library Market if you need to change content moderation access.

Even when an event is in draft mode, the room is still booked and will trigger conflicts if
another event is set for the same room and time.

After saving, you’ll be taken to the event details page.
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Creating an Event Series

If you need to create a series of events (rather than a single one), you can do so using the
calendar repeat settings from the Event Date field. Accessing the Create Event form and filling
in the event information works the same as outlined in the previous section. The only
difference is making sure to check the Repeat option under Event Date and setting parameters
for the event series.

EVENT DATE *

Start date * End date
09/04/2019 07:00 AM 09/04/2019 08:00 AM
All Day?
Repeat rule (RRULE)
[m] Repeat?
Repeat weekly v every 1 week

On | |Monday Tuesday Wednesday Thursday Friday Saturday Sunday

End
®) After * occurrences

On date mm/dd/yyyy

Exclude/include dates

Exclude ¥ mm/dd/yyyy Add

Summary: every week
RRule:RRULE : FREQ=WEEKLY

These parameters include:

e Repeats: select repeat duration from the first box, and then set the parameters

o Daily: set the daily repeat period (every X days)

o Weekly: set weekly repeat period (every X weeks) and days (works for a single
day, such as every Monday, and multiple days, such as Tuesdays and Thursdays)

o Monthly: set the monthly repeat period (every X months), day of repeat (third
Wednesdays, for example) and months (if none are selected, all are assumed,
but certain months can be skipped by checking off months from Only in)

o Yearly: set the yearly repeat period (every X years)

e Stop repeating: select an end for the repeat, either after a certain number of events or
on a specific date (we recommend always setting a stop for any event series to keep the
database from getting bogged down)

e Exclude/include dates: choose either Exclude or Include from the dropdown menu and
select the date; click Add to apply and repeat as needed.

e Summary: review the repeat pattern in the Summary to make sure it is set up
appropriately

¢ RRule: lists the machine-readable key for the repeat pattern

You may have a series that happens on random dates (i.e., there is no set pattern for the
repeat). For these events, you will need to:
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1. Setthe repeat period to Daily
2. Set the stop criteria to 1 occurrence
3. Use the Include feature to add the additional dates

EVENT DATE *

Start date * End date
09/04/2019 07:00 AM 09/04/2019 08:00 AM
All Day?
Repeat rule (RRULE)
W Repeat?
Repeat daily v every 1 day
End
®) After 1 * occurrences

On date mm/dd/yyyy

Exclude/include dates

Exclude ¥ mm/dd/yyyy Add

Summary: every day for 1 time
RRule:RRULE : FREQ=DAILY ; COUNT=1

Please note that there is an upper limit to the number of characters allowed in the RRule; we
do not recommend adding more than 20 dates in this manner.

If your series event will require registration, be sure to click Enable Registration on the event
creation form. You may choose to use special registration types. Registration options for series
events include:

18

Regular registration (-None- selected for Special Registration Type): registration is
enabled and patrons can register for each individual event in the series; registration
form appears on detail page of every event in the series and registration information is
tied to each instance

Series registration: registration is enabled and patrons must register for the first event
in the series; registration form appears on detail page of first event in the series and
registration information is tied to the series (designed for skills-building classes and
other events where patrons should attend all events in sequence); for paid events, this
means the registrant will pay once for the entire series

Combine registration: registration is enabled and patrons who register for any event are
also registered for every following event in the series; registration information is tied to
the series (designed for events and programs like book clubs and storytimes where
patrons register once to attend all events)



After you save the event, the system will test for any potential room conflicts for every event in
the series. As long as the initial event doesn’t have a conflict, you can create the series. If there
are any conflicts, the event page will alert you and include a link to the Event Conflict Report.

Camp Verde Community Library v

(928) 554-8380 Mon: 9:00am-8:00pm
130 Black Bridge Rd Tue: 9:00am-8:00pm
Camp Verde, AZ 86322 Wed: 9:00am-8:00pm
See map: Google Maps Thu: 9:00am-8:00pm

Fri: 9:00am-5:00pm
Sat: 9:00am-5:00pm

EVENTS CALENDAR RESERVE A ROOM

An event in your series couldn't be saved. Go to the Event Conflict Report to update it.

Event Test Knitting Club has been created.

Home / Events Calendar / Test Knitting Club
Test Knitting Club
view 3
You can open the edit page for the event in a new tab. At the top of the page, you will see a

note about the conflict. This note also includes links if you would prefer to change the other

event to resolve the conflict.

Edit Event Test Knitting Club

View Edit Series Copy Edit Delete Revisions Devel

Home » Test Knitting Club

€ This event conflicts with anather event being held in Meeting Room from 09/20/2019 at 12:00 pm until 09/20/2019 at 1:00 pm with Setup: 0 minutes. and Teardown: 0 minutes.

—
Title Published
Test Knitting Club Last saved: 09/04/2019 - 07:08

Any series event detail page will have an Also Occurs On button under the date/time block. Click
this to list other dates in the series (these dates will link to the detail page for that event).

OCT Glassford Hill Room
2 3:00pm - 4:00pm
2019 Capacity: 25

T Awommona
9/11/2019 9/18/2019

10/23/2019 10/30/2019
11/6/2019 11/13/2019
11/20/2019 11/27/2019
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Because the date/time belongs to an individual program, you are not able to adjust the time
and date of the entire series after creating it. If you need to adjust the dates and times of an
event series, you can either 1) edit each instance individually, or 2) make a copy of the series
with the correct date and time and then delete the original series. If there are any registrations
associated with any event in the series, you will need to use option 1 to retain those
registrations. Be sure to save the copy before deleting the original series.

Editing Existing Events
There are several ways to edit event pages from the event detail page, which includes a series
of buttons across the top you can access when logged in.

Test Yoga Class

= D

QCT Glassford Hill Room
d to Ci h:
2019 Capacity: 25 -
WED Program Type: Fitness & Wellness
O .o
10/9/2019 10/16/2019

This event is part of a combined series. If you register for this event, you will

be automatically registered for all of the following events in the series and will

receive a reminder email before each event.

These options include:®

e View: look at the event detail page

e Edit Series: loads the entire series’ Create Event form, where you can make and save
changes (please note that you cannot change the dates/times of an event series)

e Copy: make a copy of that event or series (clones the Create Event page)

e Mail All Registrants: form for contacting program registrants (only shown when event
has registrants)

e Edit: loads that instance’s Create Event form, where you can make and save changes or
delete the event from the system

e Delete: remove the event from the system (only deletes the current instance, not the
whole series)

e Revisions: review any changes made to the event (only shown after edits or revisions
have been made to the event)

When using Edit, you can update any information about a single event. At the bottom, you will
see your options for applying edits. These include:

e Moderation State: update the publication status of the event (in most cases, defaults to
the current state)
e Save: apply edits to the event

8 Please note that some of these options may not be visible based on your user role.
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e Delete: remove event from the system

Current state: Published
Change to:| Reviewed v

Schedule a status change

Save Delete

When using Edit Series, you can update any information about the event except for the dates
and times. At the bottom, you will see several options applying edits. These include:

e Moderation State: update the publication status of the entire event series (in most
cases, defaults to the current state of whatever event was used to access Edit Series)

e Update Changed Fields: only applies changes to the fields updated on the form; in other
words, if you update the description, it will only update the description field for all
events

e Update All Fields: overwrites all form fields for all events to match the changes made to
Edit Series; the only field that won’t be overwritten is Internal Notes, as it is locked

e Update All in Series: changes every event in the series

e Update Future in Series: changes the selected event and all future ones

e Delete All in Series: removes the event series from the calendar (you will need to
confirm)

e Delete Future in Series: removes the selected even and all future ones (you will need to
confirm)

®) Update Changed Fields
Update Al Fields

Update All in Series Update Future in Series Delete All in Series Delete Future in Series

For any event (series or not), you can add notes about your changes that will be tracked with
the revision history. Add these to the Revision log message field in the right sidebar before
saving any event changes.

Published
Last saved: 08/30/2019 - 08:31

Author: admin

Create new revision
Revisions are required.

Revision log message

This is where revision notes go. <:|

Briefly describe the changes you have made.

» MENU SETTINGS

» URL ALIAS
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Another way to access edit options is to click Content in the black user dashboard across the
top of the screen.

@ Events Calendar | YavapaiLibr X 4

< C @ live-yavapai.pantheonsite.io * @ 0 @

{ staffadmin  ¢* Edit

|=

E Comtant _ & contpurmton Jg Pecpe

Add content

© Help

Add media
l‘: Files (928) 554-8380 Mon: 9:00am-8:00pm
130 Black Bridge Rd Tue: 9:00am-8:00pm
Media Camp Verde, AZ 86322 Wed: 9:00am-8:00pm
See map: Google Maps Thu: 9:00am-8:00pm

Fri: 9:00am-5:00pm
Sat: 9:00am-5:00pm

This loads a list of all content. Set the Content type field to Event and click the Filter button to
list all events. You can also use those search and filtering options on the top of the screen to
narrow your results further.

@ Backtosite = Manage ], Searc 2 staffadmin
& Content Structure 1 Jg People @ Help |«
Content
Content Files Media
Overview Moderated content

Home » Administration

Add content

Title Content type Language Moderation state
v - Any - || -Any- v || -Any- v
Announcement
Filter Basic page
Closing
Actioh Landing page
Delete content Registration
Reminder
Apply to selected items Reservation
Title Content type Author Updated ¥  Moderation state Operations
Reserve a Room Landing page admin 09/03/2019 - 14:26 published Edit |~
Joline Test Registration admin 09/02/2019 - 07:23 N/A Edit -

From the dropdown menus in the Operations column of the list, use the edit link to go to the
event creation form. Use the delete option to remove the event from the system.®

Title Content type Author Updated ¥ Moderation state Operations
Test Knitting Club Event admin 09/04/2019 - 07:08 published Edit
Delete
Test Teen Movie Night Event admin 08/30/2019 - 12:03 Ic_draft Edit -
Staff Meeting Event admin 08/30/2019 - 08:42 published Edit |~
Test Chess Night Event admin 08/30/2019 - 08:31 published Edit 5.4

% Please note that removing an event from the system will also delete any registrations associated with that event.
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If you need to delete multiple events, select the ones you need using the checkboxes to the left
of the event name, select the appropriate option from the Action dropdown menu, and then
click the Apply to selected items button.

Action
Delete content v
Apply to selected items <
Title Content type Author Updated v Moderation state Operations
L] Test Knitting Club Event admin 09/04/2019 - 07:08 published Edit -
Test Knitting Club Event admin 09/04/2019 - 07.08 published Edit
[m] Test Knitting Club Event admin 09/04/2019 - 07:08 published Edit -
Test Teen Movie Night Event admin 08/30/2019 - 12:03 lc_draft Edit -

Finally, you can use the Events report to find events. To access this, hover over Library Calendar
in the black administrative menu at the top of the screen, Reports, and then click
Events/Reservations.

@ Events Calendar | Yavapai Libr X +

<« c @ live-yavapai.pantheonsite.io * @ ° Q

Manage Q search 4 staffadmin

€ e UbraryCalendar |5 Content ch Structure 9 Configuration g People

Content

Camp Verde Community Library v
Reports » Daily Events

(928) 554-8380 Mon: 9:00am-8:00pm
Settings Event Conflicts

130 Black Bridge Rd Tue: 9:00am-8:00pm
T Eroar S _ Camp Verde, AZ 86322 Wed: 9:00am-8:00pm

See map: Google Maps Thu: 9:00am-8:00pm

\ Pending Reservations Fri: 9:00am-5:00pm

Registrations Sat: 9:00am-5:00pm

Room Setup VE AROOM

This report will display a list of room uses that can be filtered and sorted using the options on
the left side of the screen—be sure to click the Apply button at the bottom after setting these.
Click the event title to go to the event detail page, where you can access event editing, or click
the Edit or Delete links available from the Operations links dropdown in the last column.

Join us for a night of
chess! We will have

N No several chess stations Edit
setupto
accommodate multiple...

Join us for a night of
chess! we will have

No No several chess stations Edit -
setup to Belnts
accommodate multiple.

Join us for a night of
chess! We will have

No No several chess stations Edit | =
setup 1o
accommodate multiple..
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Any of these editing options will take you back to the Event Creation form for that event, where
you can make any of the changes you need. Be sure to click the Save button after editing the
event.

To update multiple events, select the appropriate boxes next to the events on either the
content list or the reports page. Use the dropdown menu at the top to select the appropriate
action, and then click the Apply to selected items button.

Action

Title v -- Select action --
Change author

Save content
Edit content
Delete content

Published
~Any- ¥
Apply to selected items
Type
Closing
Event
Reservation

v

Moderation State
- Any - v

Test Chess 08/30/2019 08/09/2019 08/09/2019
Event State CI Event Published No admin All Ages
Night @ 7:44am @ 5:00pm @ 7:00pm
Cancelled

Not Cancelled

Reservation State
Approved

Pendin,
B Test Chess 08/30/2019 08/12/2019 08/12/2019
Cancelled L] Event Published No admin All Ages
Night @ 7:44am @ 5:00pm @ 7:00pm
Declined v

No Show
Payment Pending

Bulk operations include:

e Change author: change ownership of the event to a different user

e Save content: save selected content

e Edit content: edit selected content

e Delete content: removes item(s) from the database; you will be asked to confirm any
deletion, and deleted items cannot be recovered without a full database backup;
deleting an event will also remove any associated registrations

You may choose to use publication status to hide certain events from the public until a
particular time or as part of an internal approvals process for events. You will be able to see
whether or not an event is published from a column in the content list or report. The detail
page of any unpublished event will also be a pale pink color.
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For edit content, you will need to select the appropriate field(s) to update from the next screen.
These are organized based on the form type (Event, Reservation, etc.). After you check the box
next to the field you want to change, the options for that field will appear underneath. Change
the value to what you need.

SELECT FIELDS TO CHANGE

Event State Title Cancellation Message Expected Attendance People in Attendance Private Event Internal Notes Internal Categories

Additional Categories Start Grade End Grade Default Image Photo / Image Age Group Download / Attachment Contact Name  |M| Program Type <:|
Contact Email Enable Registration Setup Time Contact Phone Number Staff-only Registration Teardown Time Presenter Special Registration Type

Disclaimer(s) Ignore Conflicts Program Description Registration Payment Required Body Library Branch Registration Cost Room Charge per group?

Room Setup Room Setup Notes Seats Per Registrant Capacity Equipment Available Confirmation Mail Assistance Needed Enable Waitlist Reminder Mail

URL Waitlist Capacity Waitlist Mail Override Address Geocode Waitlist Change Mail Offsite Address Start date Start Age End Age Moderation state
Parent Required Email Required Library Card Required Disable Pending Waitlist Disable Age Validation Disable Grade validation Add custom question

Make custom question required Custom question label

Program Type
Amusement Activities
Art & Crafts
Author Events & Writing
Book Sales
Business & Nonprofits

Computers & Technology Training

Concerts & Festivals

[®] Fitness & Wellness <:|
Games & Hobbies
Health & Human Services

History & Genealogy
Holiday Events

Scroll to the bottom and click Apply. Changes made this way will only be applied to the updated
fields; all others will be left unchanged.

For any field that uses checkboxes for multiple selections, please note there is an option at the
top of the Modify Field Values page to Add values to multi-value fields. Make sure to check this
setting if you’d like to add an option rather than replace.

OPTIONS

[m] Add values to multi-value fields

New values of multi-value fields will be
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Cancelling an Event

If one of your events must be cancelled for any reason, you can use a state change to note this
(rather than just deleting it from the system). Use any of the methods outlined in the previous
section to access the Edit page for the event. From the Administrative Settings section at the
top, change the Event State dropdown field from — None —to Cancelled.

@ Edit Event Test Tabletop Game X +
“— C @& live-yavapai.pantheonsite.io/node/83/edit % © D o [+]
= Manage ) search 1 staffadmin = o*

& el dar [ Content gk Structure

Edit Event Test Tabletop Game Night

View Edit Series Copy Edit Delete Revisions
Home » Test Tabletop Game Night

*
Title Published
Test Tabletep Game Night Last saved: 08/29/2019 - 13:22

Author: admin

v ADMINISTRATIVE SETTINGS Crast
reate new revision

Event State Revisions are required.

+ - None - Revision log message

Save the event with the new cancelled state. This will clear the room from the validation
system, allowing it to be booked for a different event or reservation, and it will mark the event
as Cancelled on the event detail page, upcoming events view, and monthly calendar view.

When you set an event’s state to Cancelled, you’ll see a new message and notification box.

Edit Event Test Cancellation Event

Devel

View Copy Mail all registrants Edit Delete Revisions

Home » Test Cancellation Event

Title *

Test Cancellation Event

¥ ADMINISTRATIVE SETTINGS

Event State
Cancelled »

The event ¥ou are about to cancel has registered patrons. An email will be sent to all reﬁist'rants letting them know the event has been
cancelled. Please provide a detailed explanation of the event cancellation in the "Cancellation Message" field below.

Cancellation Message *

ter had to cancel last minute. We're very sorry that we won't be able to hold this program as planned, but will be working with the presenter to find a date for rescheduling.

wve a new date, we'll reach out to let you know!

This message is sppended to the cancellation email sent to all patrons registered to this event.

Instead of using Mail All Registrants, the system will automatically email all registrants who
aren’t already in the Cancelled state and append the Cancellation Message you write.
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Registering Patrons for Events

If public registrations are enabled, patrons can register themselves for events. Staff can also
register people using the same form. Visit the event detail page to access the registration form.

Add Registrants

First Name *

Last Name *

Email Address *

Phone Number *

Special Notes

Remember this Registrant

Check this box to allow this registrant's information to be retrieved using the

registrant lookup feature.

Any restrictions for the event will be listed in the area above the event description. This
includes age limitations and notes about capacity and waitlists as well as registration notices
visible only to logged-in staff members.

The questions on the registration form will vary depending on registration settings, but these
include:

e First Name: enter the registrant’s first name

e Last Name: enter the registrant’s last name

e Age: select registrant’s age (must be within set parameters when enabled)

e Grade: select registrant’s age (must be within set parameters when enabled)

27



e Add Another: click to include multiple registrants (must be enabled)

e Remove Last Registrant: click to remove a registrant when multiple registrations are
enabled

e Parent/Guardian Name: enter the parent/guardian for children’s events (must be
enabled)

e Town: select location of residence from the dropdown list

e Email Address: enter the registrant’s email address (they will receive reminder
notifications at this address)

e Phone Number: enter the registrant’s phone number

e Library Card Number: select yes if the patron has a valid library card and then enter the
registrant’s library card number (must be enabled)

e Special Notes: add any needed notes

Click the Register button at the bottom of the page to complete the registration.
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Managing Registrations

To view a list of current registrants for an event, visit the event’s details page. If registrations

are enabled, a list of registrants will appear at the bottom of the page when logged in. These
will appear in the order of registration.

Registration List

On wider tables, use the scroll bar at the bottom of the table to view all registrant data.

View Printer Friendly Version

Reg. # First Name Last Name Email Address Phone Number Birthdate State Custom Question Response Authored by Created State
1 Jane Test janetest@librarymarket.com 1234567890 Complete staffadmin ~ Wed, 09/04/2019 - 08:08 Wed,
2 James Test jamestest@librarymarket.com 1234567890 Complete staffadmin ~ Wed, 09/04/2019 - 08:09 Wed,

The registrants’ names, contact information, and state will appear on this list along with the
registration state.

To change a registrant’s state, click Edit. Use the dropdown menu under Registrant State to
select the appropriate state:

e Cancelled: registrant is removed from list

e Complete: registrant is on approved list

e Pending: registrant is waiting for staff approval

e Payment Pending: registrant has not completed payment process

e Pending Waitlist: registrant without library card is in pending state for automatic
approval

e Waitlist: registrant is on waitlist and will be automatically moved to complete if a spot
opens (if another person cancels or the event capacity is increased)

Please note, in most cases you should not need to manually update Registrant States as the
initial state assigned to the person and any transitions are usually handled automatically.
Exceptions include Pending, which has no automatic logic assigned (i.e. registrants would need
to be added to and removed from that state manually), and changing someone back to
Complete from Cancelled.
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You can also use the edit screen to make changes to the registrant’s name, parent name,
age/grade, and contact information as well as add internal notes and payment information. Be
sure to click the Save button at the bottom of the form after making any changes to the
registrant’s information.

Home » Jane Test

Title * Published
Jane Test Last saved: 09/04/2018 - 08:08

Special Not Author: staffadmin
pecial Notes
H| Create new revision
B I & x x, I,

H
(]

Format - Source 3
* =0 Revision log message

Briefly describe the changes you have made.

» MENU SETTINGS

» URL ALIAS

Text format| Rich text v About text formats

Event *
Test Baby Storytime (4)

Master event this registration is associated with,

Registrant State *

+ Complete |
Waitlist [
Pending Waitlist was last updated on 09/04/2019 at 8:08am.

Pending
Cancelled
Payment Pending

To cancel a registrant from the Registrant List, choose Cancel from the Operations dropdown
menu in the last column.

After clicking Cancel Registration, the registration will be moved from the Complete state to
Cancelled, but their information won’t be deleted from the system. If you need to remove a
registrant entirely, click on the Edit link next to their name in the registrant list, which will load
the form page, where you will have the option to delete the registration at the bottom.

Click the View Printer-Friendly Version button under the Registrant List to generate a list view
for printing.

View Printer Friendly Version _

Reg. # First Name Last Name Email Address Phone Number Birthdate State Custom Question Response Authored by Created State
1 Jane Test janetest@librarymarket.com 1234567890 Complete staffadmin ~ Wed, 09/04/2019 - 08:08 Wed,

2 James Test jamestest@librarymarket.com 1234567890 Complete staffadmin ~ Wed, 09/04/2019 - 08:09 Wed,
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The system also includes a tool for sending an email to everyone registered for an event. The
Mail All Registrants button will be available from the event editing tabs only when an event has
registrants attached.

Test Baby Storytime
e —<j:a

Key Lime Room

2019 Capacity: 15

THU Program Type: Storytimes
Also O On v
Age Group: Preschoolers (0 to 4 years)

Location Information This event is part of a combined series. If you register for this event, you will
. ° be automatically registered for all of the following events in the series and will
. 130Black Bri.. 4 -
B View larger map receive a reminder email before each event.
L A 4 Registration for this event will close on November 14, 2019 @ 10:00am.

On the email page, click which group of registrants you’d like to send the email to. In most
cases, this will be those who are in the complete (i.e. registered) state.

D 2 ) e 2 £ 0

Use this form to send an email to registrants of Test Baby Storytime scheduled for Sep 05 2019 at 10:00 AM.

Pending

v Complete
Pending Waitlist
Cancelled

All
Body *

“»

BCC

Comma separated list of recipients to notify, in addition to all registrants.

Add a subject line and body. If you’d like to copy yourself or anyone else on the email, add that
address to the BCC field. Click Send Mail to finish.

D oD ) s 23 G O

Use this form to send an email to registrants of Test Baby Storytime scheduled for Sep 05 2019 at 10:00 AM.
‘Which group of registrants would you like to send an email?

Complete -
Subject *

Test email
Body *

Test email copy.

BCC

test@librarymarket.com

Comma separated list of recipients to notify, in addition to all registrants.
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Updating Event Attendance

Library Calendar includes a record-keeping feature for tracking program attendance. The event
creation form includes a People in Attendance field that can be updated after the event. You
can access the form through any of the editing options listed in the previous section to add
attendance.® The field is the first one under the top section for Administrative Settings. Enter
the number of attendees in the field, and then click Save at the bottom of the screen to update.

= Manage Q search 1 saffadmin 4

€ e Librar dar & Content gh Structure W Cc

Edit Event Test Teen Movie Night

View Edit Series Copy Edit Revisions

Home » Test Teen Movie Night

Title * )
ox Published
Test Teen Movle:Nigrs Last saved: 08/29/2019 - 13:04
Author: admin
¥ ADMINISTRATIVE SETTINGS
Create new revision
o g Revisions are required
R Revision log message
Expected Attendance
20

People in Attendance
P <:| Briefly describe the changes you have made.
23
» MENU SETTINGS

Private Event

Internal Notes
¥ URL ALIAS

W | Format - | &) [ Source

H
il

B I S x x|I
W Generate automatic URL alias

A quicker way to update the attendance is through the event detail page. When you are logged
in to the system, one of the action buttons at the top of the page is Update attendance.

Test Teen Movie Night

= 2 €3 0 2D

The Center
Sgp 5:30pm - 7:00pm O pmmodsie] f| 6 ke 1o Coleoix
2013 Also Occurs On v _
MON

Location Information Program Type: Movies & Performing Arts

Age Group: Teens (12 to 18 years)

" [ ]
130 Black Bri... <
B s . * = Event Details
iew larger map
Nlvwr iy vy Quell those Monday night blues with our Teen Movie Night! Every Monday, we

will be screening teen films based on popular YA novels. Popcorn and water will
130 Black Bridge be provided for guests. This week, join us for our showing of The Fault in Our
Loop Road Stars.

10If adding attendance for an event series, be sure you are accessing the form to edit the individual instance (Edit),
not the entire series (Edit Event Series).
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Clicking this button will open a popup where you can enter those numbers.! Be sure to click
Submit to save.

Update Attendance

Use the form below to update attendance for this event. The current attendance is displayed as the
default value.

People In Attendance

23

e

These attendance numbers will be available from the Events and Reservations report. To run a
monthly attendance report, go to the Events and Reservations Report. Set the filters to the
following values:

e Published: Any

e Type: Event

e Registration: Any

e Title: blank

e Event Start: Jan 1, 2019
e EventEnd: Feb 1, 2019
e Reservation State: none
e Age Group: Children

e Program Type: any

e Branch: any

e Room: any

e Equipment: any

e Room Setup: any

e Organization: blank

e Sort by: Event Date

e Order: Asc

Click Apply to set the filters. The People in Attendance column will display the values entered
for programs. Empty fields do not yet have attendance numbers. To add attendance, click the
event title to go to its detail page. Use the CSV button at the top of the report to download an
Excel-readable file of your report.

11 please note that this feature is only available retroactively (after the event has happened).
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Creating a Library Closing

If the library is going to be closed for a holiday, you can create a library closing that will display
on the calendar and also block any public meeting rooms from being booked for the closing
duration. To add a closing, hover over Library Calendar, Content, and then click on Create

Closing.

@ Events Calendar | Yavapai Libr X% +

* @0 @O

<« c & live-yavapai.pantheonsite.io

= Manage Q, search Q staffadmin  ° Edit

€y | W LibraryCalendar & Content h Structure | Configuration 3§ People @ Help

Content » Create Closing _
Camp Verde Community Library v
Reports Create Event

(928) 554-8380 Mon: 9:00am-8:00pm
Settings Create Reservation X
130 Black Bridge Rd Tue: 9:00am-8:00pm
Camp Verde, AZ 86322 Wed: 9:00am-8:00pm
See map: Google Maps Thu: 9:00am-8:00pm
Fri: 9:00am-5:00pm
Sat: 9:00am-5:00pm

Taxonomy

This will take you to the Create Closing form. Required fields are marked on the form with a red
asterisk. Fill out the following information:

e Title: give the closing a name to display on the calendar

e Closing Date: set the start and end date and time for the closing; you also have the
option to mark a closing as All Day and set repeating parameters for closings

e Ignore Conflicts: if checked, the closing will not trigger a conflict with other events,
closings, or reservations.

e Library Branches: select which branch to apply the closing to; all rooms in the selected
branch(es) will be blocked from use

e Body: add more information about your closing (this will display on the event pop-out
and on the closing page)

Click the Save button on the bottom of the screen to create the closing.
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Reserving a Room

Library Calendar includes a feature that allows patrons to use the website to submit room use
requests. The following instructions show the process for patrons. If you access the Room
Reservation Form while logged, in, you will see the administrative view of the form, and you

may have access to additional options that are hidden from patrons.

Go to https://live-yavapai.pantheonsite.io/reserve-room. You have two different options for

reserving a room: reserving by room and reserving by time.

Reserve a Room

= €0 £ 02D

Choosing Select a Room to Reserve will show you list of all rooms at the library. Click the title of

SELECT A DAY

AND TIME

the room or its Room Details button to select a date and time for your reservation.

Founders Room

Camp Verde Community Library
Room Capacity: 18

2nd Floor Meeting room. Adjacent to restrooms & drinking fountains.

Key Lime Room

Camp Verde Community Library
Room Capacity: 12

2nd Floor Meeting room. Access to restrooms & drinking fountains

The Room Details page will display all the information about the room, including the available
equipment and room capacity. Use the date selector to look at the room’s availability on a

given day—make sure to click Apply Filters after changing the date. The daily calendar

underneath will display the hours the room is available. Any greyed-out blocks are not

available.
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https://live-yavapai.pantheonsite.io/reserve-room

Click the + button to select a start time for your reservation and go to the application.

Event Date
’09/04/2019 { APPLY }
&=
9:00am
Exd
[+ ]
-
10:00am
3
[+ ]
11:00am
=

If you choose Select a Day and Time, you can use the filters to search for rooms that are
available on a specific date, time, and duration. Click Apply Filters to generate a list of which
rooms fit your criteria. Click Reserve this Room to go to the application.

-

Founders Room Key Lime Room

Camp Verde Community Library Camp Verde Community Library

‘Wednesday, September 4th, 2019 ‘Wednesday, September 4th, 2019

9:00am - 10:00am 9:00am - 10:00am

Room Capacity: 18 Room Capacity: 12

2nd Floor Meeting room. Adjacent to restrooms & drinking fountains. 2nd Floor Meeting room. Access to restrooms & drinking fountains

foom DEtaﬂs Room Detals
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After selecting a room and a time, you will go to the Create Reservation form. Fill out this form
with the information about your meeting, making sure to answer all required questions (noted
with a red asterisk). The form will ask for:12

Title: name your event

Terms & Conditions: read the room reservation policy, and then check this box
Library Branch: select the library branch where you want to reserve a room (defaults to
the main branch, which is the only option available)

Room: select your room (defaults to the one you selected on the previous screen)
Room Setup: select your desired room layout (options listed on room detail page)
Room Setup Notes: if you have any additional notes regarding setup of the room, put
them here

Expected Attendance: enter the number of people expected

Equipment Available: check the boxes for which equipment, if any, you will need

Food or Drink?: check this box if you are planning to serve food or drink at your event
Expected Attendance: let us know how many people will be there

Send Reminder: uncheck this box to opt out of receiving an email reminder

Public: select this box to add your event to the library’s public calendar

Setup & Teardown Time: add a buffer time to the beginning and end of your event (15
minutes to 1 hour) to block off extra time to set up and clean the room

Event Date: select your meeting start date and time (defaults to the one you selected
on the previous screen) and your meeting end date and time

Library Card: enter your library card number

Contact Email: let us know where to send notification emails

Contact Name: add the name of the contact for the reservation

Contact Address: enter a valid mailing address

Contact Phone Number: let us know what number you can be reached at
Organization: give us the name of the organization hosing the meeting

Organization Type: select the organization’s type from the dropdown menu (note: you
may be asked for additional information depending on what you select here)

Special Requirements: list any additional room needs for you\\Js: through the events
calendar, through the reports module, through the content list, and via an email
notification.

12 please note that some options may not appear based on which room and/or time you have selected and based
on options that the library has disabled.
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Events Calendar

When you are logged in, reservations will be viewable on the monthly event calendar and
labelled with their status (pending, approved, etc.). Hover for preview or click to go to the detail
page for the reservation.

PRIVATE
RESERVATION
APPROVED

Test Private
Reservation

8:00am -
9:00am

Reports Module

To access the reservations report, use the black administrative menu at the top of the screen to
go to Library Calendar, Reports, and then click Pending Reservations.

@ Events Calendar | YavapaiLibr X -+

< C @ live-yavapai.pantheonsite.io * @ o © O

= Manage Q search 2 staffadmin

€ | ey LibraryCalendar [ Content |}y Structure A Configuration  Jg People @ Help

Content

Camp Verde C ity Lib v
Reports 3 Dally Events

(928) 554-8380 Mon: 9:00am-8:00pm
Settings Event Conflicts

130 Black Bridge Rd Tue: 9:00am-8:00pm
Taxonomy Events and Reservations _ Camp Verde, AZ 86322 Wed: 9:00am-8:00pm

See map: Google Maps Thu: 9:00am-8:00pm

\ Pending Reservations

Registrations

Fri: 9:00am-5:00pm
Sat: 9:00am-5:00pm

Room Setup VE A ROOM

This list defaults to showing Pending reservations. To view all reservations or a different group
of options, select the appropriate criteria from the Reservation State drop down menu at the
top left. You can also set additional filtering and sorting criteria from this list.

Reservation State
Approved
Pending
Test Chess 08/30/2019 08/12/2019 08/12/2019

Cancelled Nisht Event Published No admin ©7:4 ©5:00 ©7:00 All Ages

Declined v e aaam A 0pm

No Show

Payment Pending
Private Event

-Any- v

Test Chess Event published No admin 08/30/2019 08/19/2019 08/19/2019 All Ages

Public Reservation Night @7:44am  @500pm @ 7:00pm 8

-Any- v

Be sure to click the Apply button at the bottom of the filter to apply the selected filters or
sorting criteria. The table in this report will list the title, date, room, description, and state of
each reservation. Click the reservation title to go to the detail page or click the Edit link from
the dropdown menu in the Operations column in the rightmost column to load the form and
make any changes.
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Content List

Drupal can generate a list of all content available on the site, which you can use to find specific
reservations (or any other content type). To access this, click on Content in the black
administrative menu at the top of the screen.

@ Events Calendar | YavapaiLibr X 4

& C @ live-yavapai.pantheonsite.io “ @72 @ O

= Manage Q, search 2 staffadmin

¢ W Library Calendar | |§ Content _: 9, Configuration ~ Jp People @ Help

Add content

Camp Verde Community Library v
Add media

F 5 (928) 554-8380 Mon: 9:00am-8:00pm
iles
130 Black Bridge Rd Tue: 9:00am-8:00pm
‘ Media Camp Verde, AZ 86322 Wed: 9:00am-8:00pm
\!

See map: Google Maps Thu: 9:00am-8:00pm
\/ Fri: 9:00am-5:00pm

Sat: 9:00am-5:00pm

Much like the reports, this list can be filtered using options on the top of the screen. To view
reservations, select Reservation from the Type dropdown menu and then click the Filter button.

Title Content type Language Moderation state
v - Any - - Any - v - Any - v
Announcement
Filter Basic page
Closing
Action Evenf
Landing page
Delete content Registration
Reminder
Apply to selected items Reservation
Title Content type Updated - Meoderation state Operation
James Test Registration staffadmin 09/04/2019 - 08:09 N/A Edit g
Jane Test Registration staffadmin 09/04/2019 - 08:08 N/A Edit |~
Test Knitting Club Event admin 09/04/2019 - 07:08 published Edit |~
Test Knitting Club Event admin 09/04/2019 - 07:08 published Edit -

The Content List will display the title, type, author (user who added it), updated date, available
operations, and publication status (please note that it will not list a reservation’s state). Click
edit under Operations to load the reservation form to make changes.

Email Notification

If you are listed as the staff member to receive notifications for room reservations for a
particular branch or room, you will receive an email notification whenever someone submits a
new reservation request. You can use the link in this email to go directly to the form to review
and approve or cancel the request. If you are not already logged into the system when you click
the link, you will be prompted to enter your login information before viewing the request.
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Editing the Form

From this form (accessed through of the ways outlined above), you can view and edit the
request information. Click the reservation title or the View tab to go to its details page. Click the
Edit tab to load the form and make any changes. Click the Copy tab to clone the reservation.

Test Reservation

-Wm

Fireside Room
11  800am -9:00am e
. Contact Name: Library Market
2019 Reservation State: Approved . )
WED  Expected Attendance: 2 This is not a library sponsored event. Contact Address:
Purpose of Meeting Library Market
Location Information This is a test reservation. 225 S. Main St

Be sure to click the Save button at the bottom of the page after making any changes.

Approving Reservations

The calendar system uses states to determine whether a reservation has been approved,
cancelled, or is pending. To approve a reservation, access its form using one of the methods
outlined in the previous section.

The reservation state is listed under Administrative Settings. Change the box from Pending to
the appropriate state based on the situation.

Title * Last saved: Not saved yet
Copy of Test Reservation: Cookbaok Club Author: staffadmin
Terms & Conditions * Revision log message
cloned from nid; 104

I've read and agree to the room reservation policy.

v ADMINISTRATIVE SETTINGS *

Briefly describe the changes you have made.
Approved
+ Pending

Cancelled » MENU SETTINGS
Declined
No Show
Payment Pending

* | Fomat - | [ Sourca > URLALIAS

]
H
(1]

These states include:

e Approved: reservation request is approved and on the calendar

e Declined: reservation request is not approved and removed from the calendar

e Cancelled: reservation request has been cancelled (generally, we recommend using this
for reservations that were approved, but have been cancelled for logistics reasons to
differentiate from reservations that have been declined due to not meeting library
policies)

e Pending: reservation request waiting for response from the library

e Payment Pending: reservation request will be approved once room payment has been
made
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e No Show: patron did not show up for the reservation and did not cancel prior to the
time of the reservation; you can use this state to track patrons who do not keep their
reservations (please note, they will receive an email about their No Show status)

You can also use this form to make any other changes to the reservation you may need to
make. After you are done editing the form, click the Save button located at the bottom of the
screen to save. The requester will receive an automatic email notification about the status of
their reservation request.

Accessing and Downloading Reports

When you are logged in, you will be able to view several different report types. To access these,
use the black administrative menu at the top of the screen to go to Library Market, and then
click on Reports (you can also navigate to the specific report you need from the menu).

@ Events Calendar | Yavapai Libr % +

“ C' @ live-yavapai.pantheonsite.io *x @0 @O

Manage Q search 1 staffadmin

€ | W UbraryCalendar [ Content (} Structure A Configuration g People (@ Help

Content
Camp Verde Community Library v
Reports ks

(928) 554-8380 Mon: 9:00am-8:00pm

Settings Event Conflicts

130 Black Bridge Rd Tue: 9:00am-8:00pm
Taxonomy Events and Reservations Camp Verde, AZ 86322 Wed: 9:00am-8:00pm
See map: Google Maps Thu: 9:00am-8:00pm

Fri: 9:00am-5:00pm
Sat: 9:00am-5:00pm

\ Pending Reservations

Registrations

Room Setup VE A ROOM

The reports module includes six different types of reports:

e Event Conflicts will list any events that conflict with the room/time of other events.

e Events/Reservations will show all calendar items.

e Pending Reservations will show reservation requests.

e Registrations will show registrants for all events.

e Room Setup will list room setups and requested equipment for events and reservations.
e Daily Events will show all room uses for a specific day sorted by room and then time?®3

13 please note that the Daily Events Report is structured differently than the others and has different filtering
options.
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Standard Reports

Use the filtering options located along the left side of any report to narrow your search results.
For Events/Reservations, this includes publication status, type, if registrations are enabled, title,
start/end date, reservation state, age group, program type, branch, room, and set up. You can
select a Sort by criteria and order as well. Click the Apply button to reload the list with your
filters.

Sort by

Title v

Order

Asc ¥

Apply

The date fields on reports will accept a variety of human-readable date/time formats. Some
examples include:

e Dates only

o December 25,2018

o 12/25/2018

o Dec?25
e Dates with times

o 12/25/2018 16:00

o 8pm Dec 25

o 2018-12-2511:59:59 p.m.
e Relative dates:

o how

+1 month
o -1week
o tomorrow

next Tuesday

@)

When entering dates, if elements are separated with a slash (/), the system assumes American-
style M/D/Y format; if elements are separated with a hyphen (-) or period (.), the system
assumes European-style D-M-Y format. For US clients, we recommend using either M/D/Y or
YYYY-MM-DD.

You can use any combination of exact and relative entries to perform a date/time search in
reports. When searching, keep in mind that the system will make certain assumptions if some
information is not specified:

e If atime is not provided, the system will assume midnight on the day selected (which
will not include any results for that day if used as an end date)
e If a dayis not provided with a time, the system will assume the current day
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e If adayis not provided with a month, the system will assume the 1st

e If ayearis not provided, the system will assume the current year (even if the date is in
the past)

e All relative date/times are calculated in relation to the current day unless they are
added to an exact date (for example: 1/1/2019 +3 hours)

For more information about date and time formats, including a more detailed list of examples,
see http://php.net/manual/en/function.strtotime.php.

Depending on the report, you’ll see different information listed in the table. This will include
links to access the forms for any event, reservation, or registration. Any time filters are applied
to a report, those query parameters are appended to the report URL. This means that you can
save/bookmark any reports that you run regularly. Please note that any reports bookmarked
with static dates in the Event Start or Event End filters will likely need to have those dates
updated when running subsequent reports.

Select Reset to clear all filters from the report.

Order

Asc ¥

You can also download any generated report using the Export CSV button located at the top of
the screen under the report type tabs (another CSV button that performs the same function is
also located in the bottom left corner of the screen).

@ Reports - Events/Reservations X +

<« C @ live-yavapai.pantheonsite.io/admin/re
@ Backtosite E Manage Q search R staffadmin

€ W LibraryCalendar & Content gh Structure S Configuration eaple ™

Reports - Events/Reservations

Event Conflict Report Events/Reservations Report Pending Reservations Report g Report Room Setup Report Daily Events Report

Export CSV <:|

Home » Administration

Action

Title -- Select action - v

Published » SELECTED 0 ITEMS IN THIS VIEW

SAny- ¥
Apply to selected items
Type
Closing
Event =
Reservation

Moderation State
-Any - v

Test Chess 08/30/2019  08/09/2019  08/09/2019
Event tate Event Published No admin All Ages
Night @ 7:44am @ 5:00pm @ 7:00pm
Cancelled

Not Cancelled

1 2 3 4 » Last »
=2
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Once the export is completed, it will be automatically downloaded. You can then open the
report in Microsoft Excel.

Daily Events Report

The Daily Events Report is a streamlined report designed for printing. It includes basic filters for
date, branch, room, and event/reservation state. The report itself will list events and
reservations sorted by room and then time.

@ Reports - Daily Events | Yavap. X +

£ C & live-y i .io/admin/ rts/calendar/daily-events ¥ @ 7 0 o

@ Backtosita = Manage Q search 2 staffadmin

() e Library Calendar B Content gk Structure 9 Configuration g People elp J«

Reports - Daily Events

Event Conflict Report Events/Reservations Report Pending Reservations Report Registrations Report Room Setup Report Daily Events Report

Home » Administration

Print this Page

Date Branch Room Event Type Event State Reservation State
September 4, 2019 - Any - v | -Any- v || -Any- v || -Any- v || -Any- A
Apply

Library Branch: Sedona Public Library
Room: Si Birch Community Room

Room

o Contact
Title Time Descriptior Organization  Status

2 URL
Name

Start: 5:00pm

" 2 Meeting Start: 5:00pm Join us for our Tabletop Game Night! Bring your games or use ours. Meet fellow X
Test Tabletop Game Night Published
Meeting End: 7:00pm players and make gaming connections. Open to the public.

End: 7:00pm

There isn’t a CSV download option with this report, but it can be printed directly from your
browser.

@ Reports - Daily Events | Yavap X +

@& live-yavapai.pantheonsite.io/admin/reports/calendar/daily-events @ 0 o o
Q) Backtosite " T R Dty e Voo Nt
Print Room: 81 Birch Communi
Room
Total: 1 sheet of paper Title Time Des iation Status o0 setup SO
-

Destination & SHARP MX-C304W (8! ~

Event Conflict Report E

Home » Administration Pages All -

Print this Page

Copies 1

Date

September 4, 2019
Layout Portrait -
Apply

Library Branch: Sedona Public Lin  Color Color hd

Room: Si Birch Community Reom
More settings v

Title

Print using system dialeg... (\_3¢P) £
Open PDF in Preview £

Test Tabletop Game Night
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