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 daililyae
irregular events with a few simple clicks of the mouBkase see fact sheet 7 for the
details of adding and deleting events.

Organisation; Bunbury A

ADMINISTRATION

Ewvent Datails
Title: El;ﬂun And Distncts ACTORS Reguiar Club Toplc:
i
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 Name: Warmen Biackwood Emall: warmenblaCkwood fithenyers Com au
Detalls: Phone: Webaita: hitp #badaciors mysouthwest com.au

st event dedails)

Enterfainmen

Event Times
1Al e Tame]
Times: 1-10f 1

Date Tima Venue / Location Custom Repeat Drabate
T 24 Feb 2005 7 30pmta 11-00pm [Dedaul / [Erefaut] [Bepeal] | [Delete]
[Duelete ad times] [Dedebe bmes on this page]
Times: 1-1 af1

Bl D Lrernet

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 &ulit Event Details but if you want to change the
When or add a new When click é&wald New Time.

The screen will show the initial timing of the event as you entered on the preciees.
To repeat the event click on Repeat.

-
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TR TR
Ewvefii Tiene Dwinis
Diwie: Thai 24 Fab 200 Tima: T igeriia 11 G0pm
VesuwLocaity, [Defaul Vorus] | [Defaull | ocason] Conl; [Dalaul Cost]

Dancripon: [Defaull Deaorgiion]

Repeat Seltinga
Repoet Evont Lintil 24 % #sboory

Caity

Appl Regeal | Carcn Risial

e [ -

Repeating events:

The first date that you have given to the event is the start line. The ‘Repettieti
date is the finish line. All dates in between those two are valid. For examyaea, wWere
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, yaligedul
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 ddy of eac
month.

Then there is a yearly occurrence (Annual General Meetings etc)nailg fhe special
types of repeat which caters for the second Tuesday of each month or the fiolagtrofr
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.

You will now have a list of dates. If you want to delete one you simply click tie¢edel
next to it. Or if you want to change the details or the timings or anythirnigost @any one

of the occurrences you just click on the date concerned. By clicking on one of the date
an editor screen will appear. It will allow you to edit the details of thatpkar

occurrence.

Having changed the details you can click on save, or to cancel any chadges cli
cancel.
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From the main events page, you can delete all occurrences by clicking enadldienes.
You will be prompted to confirm the option to delete them.

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

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 origerdl e
description and contacts etc. will be used. When finished, click on Save.
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