Adding to the MEC Internal Calendar
1. Login to the MEC website

2. Click on any top level navigation item, and then click the “contents” button
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3. Click the “Up One Level” button to navigate to the very top directory of the MEC website:
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4. Click on the “Events” folder:
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5. Click on the “add item” tab, and choose “event”
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6. Fill out the details – items with a red box next to them are required, and then click the “save” button:
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7. The event will show up – but you need to change the state to “published”:

[image: image6.png]View |__edit  properties sharing

s





8. You’ll see a list of events on the left hand column – you can click on those to edit:

[image: image7.png]Mathematics
Council (CMC)

@ Community Math
Night

@ How to Help Your
Child With Math at
Home




