Fact Sheet 8 - Events: Managing Repeat
Dates & Times

The Events feature in MySouthWest allows you to enter multiple occurrences of an
event. This can be a very powerful feature and will allow you to enter daily, weekly or
irregular events with a few simple clicks of the mouse. Please see fact sheet 7 for the
details of adding and deleting events.

Organisation; Bunbury A

ADMINISTRATION

EactLs

Ewvent Datails
Titde: Bunbury And Disincls ACTORS Reguiar Club Toplc: Bttt ienat
Might
Venues/Locallty: The Litthe Garrick Theatre ! BUNBURY {82:30) Cost: 51000 Annual Club Subscrpbon
Descripion:  Regular Theatre Group Meetings. Come along and join the fun. Vedy reasonable bar prices and lofs ol
opporiunities o use your creative abilities both on.stage and back.slage
Contact Narme: Warren Backwood Emall; wamenblackwood fithenvers com au
Detalls: Phone: Webslte: hitp #badaciors mysoutfwest comau
[Ed event details)
Event Times
1Al e Tame]
Times: 1-10f 1
Date Tima Venue / Location Custom Repeat Drabate
Thy 24 Feb 2005 ¥ 30pmio 11:00pm [Dedaun) ! [Crefaut] [Bepeal] | [Delete]
[Delete ad times) [Delete bmes o0 this page
Times: 1-1 of 1
Bl B Lraeren

The details of what is happening are on the top of the screen and the details of when it is
happening are down below.

If you want to change the what click on Edit Event Details but if you want to change the
When or add a new When click on Add New Time.

The screen will show the initial timing of the event as you entered on the previous screen.
To repeat the event click on Repeat.
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Witidis e Bameis thaies
TR TR
Ewvefii Tiene Dwinis
Diwta; Thui, 246 Fals 20060 Tna: 720506 11 00pm
VesusLocality: [Defauld Vorus] | [Dofaill Locatan] Coonat; [elnut Cot]

Dancripon: [Defaull Deaorgiion]

Repeat Seltinga
Repoet Evnt Lintil 24 = Febrary ) |08 o

Craily

Wiy Saary Plipuliry Ty ekl Trarsoay F riclay Sy
Py aTe day of nch manth ¥

[T

Every R | [ —r—

Appl Regeal | Carcn Risial

e -

Repeating events:

The first date that you have given to the event is the start line. The ‘Repeat event until’
date is the finish line. All dates in between those two are valid. For example, if you were
to put the first date at 1 January and selected the ‘Repeat event until’ date as 31
December then you would be setting up a whole year's worth.

If you were to select that date range and then selected the ‘Daily’ button, you would get
365 events. One on each day of the year and 366 on a leap year!

If you select weekly and choose Monday you would get 52 occurrences. You can also
choose Monday and Thursday or Monday and Wednesday and Friday or any other
combination.

Monthly means monthly and you can choose the same day, based on whatever first
date you gave it, or you can choose the first day of each month or the last day of each
month.

Then there is a yearly occurrence (Annual General Meetings etc) and finally the special
types of repeat which caters for the second Tuesday of each month or the fourth Friday of
every third month or whichever combination you decide upon.

However, if your group meets every month except October, then you need to set the
whole range up and delete the particular one you do not want. This is covered later in
this fact sheet.

For now, choose your schedule and click on apply repeat.
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In the following example there is a meeting scheduled for the 24th of each month, over
the period of a year.

oppotunilies {0 use your creative abilifies bofh on-stage and back-siage

Contact Mame: Warren Blackwood Emall; warrenblackwooddlithenvers. comau
Details: Phane: Webaite: hiip /badactoss mysoulhwest comau
[Ecil event dataiish
Event Times
[P Merwy Tirriz]
Times: 1-11 of 11
Date Time Venue [ Location Custom | Repeat Delate
T 24 Fasfy 2005 7:30pm to 11.00pm [Defaul] / [Cefaut] Bepeal] | [Dese)
Tt 24 Mar 2005 7:30pmta 11:00pm | iDetaul]/ [Defaur) [Bepeall | [Delete)
Sun, 24 Apr 005 | 7:30pmito 11:00pm | [Detautt] | [Dafaut) [Eepeat] | [Desate)
e 24 gy 2005 7.30pm 12 11:00pm [Dafault]/ [Dafau] [Bepeat] | [Deata)
[HLedandih | '30omio1i00pm HiowedllDel Baoall | eieia) |
Bun, 24 Jul 2005 7:30pmta 11-00pm [Defaul] / [Defaut] Eepeall | [Detetel
Wed 24 Aug 2005 | 7:30pmto 11:00pm [Defaul] / [Dafaut] [Eepeai] | [Delate]
Sal 24 Sap 2005 T:30pmta 11:00pm [Defaun] | [Dvfa ] [Repea] | [Dedaba]
hiion. 24 Ot 2005 7-30pm 1o 11,00pm | [Drelaua] / [Defaut] [Eepeal | [Delts)
Thui, 24 Moy 2005 7:30pmta 11.00pm | [Drelaul] | [Dataut) [Bepea]] | [Delata)
Sl 24 Dec 2005 T-30pmto 11 .00pm | [Dafault)/ [Dafau] [Repeaf] | [Desata)
[Defete all bmes] [Delete bmes on this pagel
Times: 1-11 of 11

You will now have a list of dates. If you want to delete one you simply click the delete
next to it. Or if you want to change the details or the timings or anything at all on any one
of the occurrences you just click on the date concerned. By clicking on one of the dates
an editor screen will appear. It will allow you to edit the details of that particular

occurrence.
Event Time
Date: | 24 | Octobar =/ 2005 & &
Tom: 07 3| 30 & PM = (|11 = * |PM * oplional)
[Save | [ Cancel
Customise Detalls

Entet information entio any of the following fields to have custorm details fof this particular event ime

LLeave blank to shaw the maen event details displayed above.

Verue
lmh” = Mo Locslty = -
B I I &=
Description
Cost
Having changed the details you can click on save, or to cancel any changes click on
cancel.
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From the main events page, you can delete all occurrences by clicking on delete all times.
You will be prompted to confirm the option to delete them.

oppoiunities {0 use your creatrve abilies both on-stage and back-siage

Contact Mame: Warren Blackwood Emall; warrenblackwooddlithenvers. comau
Details: Phame: Wabasdte: hifp ' hadactors mysouthwest com au
(il et dhittailsh
Event Times
[P Merwy Tirriz]
Times: 1-11 of 11
Duate Time Venue [ Location Custom Repeat Delate
The 24 Fafy 2005 7:30pm 1o 11:00pm [Defaun] / [Cefaut] [Eepeal] | [Deiee]
Thu 24 Mar A5 7:30pm fa 11:00pm [Cefaull]/ [Crefaut] [Bepeal | (Dedefa)
Sun_24 Apr NS T:30pm to 11:00pm [Default] ! [Dafau] [Bepeat] | [Defsata)
e 24 Way 2005 7. 30pm 12 11:006m [Dafault]/ [Defau] [Bepeat] | [Dedela)
En. 24 .Jun 2005 7 30pm 1017 00pm [Defaun)/ [Cefaut] [Bipead] | Db
Bun, 24 Jul 2005 7:30pmta 11-00pm [Defaul] / [Defaut] [Eepeaf] | (Detetel
Wed 24 Aug 2005 | T-30pmto 11:00pm [Drafaul] ! [Dafau] [Eepeai] | [Delate]
Sal 24 Sep 2005 7:30pm 1o 17 00pm [Defaul] / [Dafau)] [Eepeas] | [Dedsa)
hiion. 24 Ot 2005 7-30pm 1o 11,00pm [Defaun)/ [Defau] [Bepeal | (el
Thui, 24 Moy 2005 T:30pmio11:00pm [Crefaul] / [Cafau) [Bepeal] | [Delsta)
Sat 24 Dec 2005 T-30pmio 11:00pm [Dafault]/ [Dafaul] [Bepeat] | [Dedsls]
[Defete all bmes] [Delete bmes on this pagel
Times: 1-11 of 11

In this way, you can keep the details of an event and reapply times to it as required.

- r.h.l._hmi-:r.;m] [Dereciony ] bews Wetribgy ] Shop ] Barners 1 Quobes
Event Datails
Tithe:: Bunbury And Disincts ACTORS Reguiar Club Tnpi::E ustai
Might
Venuw/Locality: The Lifthe Gamck Thaatre | BUNBURY (8230) Coast: 510 00 Annual Club Subscnplion
Descripion:  Regular Thealre Group Meetings. Gome along and join the fun Very reasonable bar prices and lots ol
opportunties fo use your creative abilities both on.stage and back-stage
Contact Narme: Warren Biackwood Emall; wamenblackwood@ithenwars com
Details: Phaone: Wabalte: hitp:'badaciors mysouthes! comau
|Eht event detaits)
Event Times
{2yt My Time]
Times: 0
Date  |Time  |VenuelLocation | custom | Repeat | Delete
[Ditete a8 time:s] [Delete smes on this paga)
Times: 0

To add a time, click on add new time and enter the required details. To use the original
event information leave the rest of the form blank as that will mean the original event
description and contacts etc. will be used. When finished, click on Save.
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