
 
 

Quick Reference Guide – Adding events to a calendar 

What you need to do What you will see 

STEP 1: Manage events 

Click Manage events from the right hand 
navigation menu.  

 

STEP 5: Events calendar  

The events calendar will be displayed.  

From here you can search for events and 
view timeslots by clicking the Timeslots 
tab. 

 

STEP 6: Click the calendar icon to add 
event into calendar 

Clicking the calendar icon allows you to 
export event details into your email 
calendar.   

NOTE: You will find this icon next to every 
event that appears on the Timeslots tabs of 
the Manage events page 

 

STEP 7: Open details of calendar 

Once you have clicked the calendar icon the 
Do you want to open or save this file pop up 
will display. 

Clicking Open will show open the details of 
the event in the email calendar format.  

Click Save & Close to save the file into your 
email calendar. 

IMPORTANT: For appointment time zone 
information to be displayed correctly in your 
calendar, a location must be specified for 
each event venue, and a time zone must be 
linked to each location. We have designed a 
report to help you check that your settings 
are correct. In the Additional reports 
section of the View reports page, select the 
System settings > Events > Venues report.  

This is important because if the settings are 
incorrect, the appointment start and end 

 



 
 

time will display incorrectly in your calendar. 
For more information, click the Online help 
menu. 

 


