Quick Tips
How To: Calendar
Quick Tips
You can view the calendar day by day or week by week by
clicking on the calendar on the left side of the screen. Each of
the dates is actually a link. The dates that are in boldface are
dates that have events on them. The date with the gray box is
today’s date. You can move from month to month by clicking
on the little arrows on either side of the name of the month.
The Reminder associated with any event is delivered via email.
Be sure to keep in mind how often you check your email
when you are deciding when to have the reminder delivered to
you.
Any time you make any edits to an existing event, it is important
to select Save Changes. The changes won’t take effect until
you select this button.
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Quick Event Add
Quick Event Add
•

•

•

•

When you are getting started, the
first thing to do is to add some
events. Use the Quick Event Add
box to easily add an event and brief
description.
Start by selecting the day of the
event by on the calendar. The light
gray box indicates the date you
have selected (the dark gray box
shows you today’s date).
Type in the event name and select a
starting and ending time. Write a
brief description and then select the
Add Event button. This adds the
event to your calendar on the date
you selected.
You can go back and add to or edit
this event later.

Add Event
Add Event
• Select the Add Events button on the
left side of the screen if you need to add
an event and include more information
such as the type of event or the
reoccurrence. This brings up a form in
the main part of the screen.

Add Event: Basic
•
•

Next, select the Event Type by using
the checkboxes.
Next, select the beginning and end
dates of the event by using the dropdown lists. For your convenience, the
Start Date will automatically appear
with today’s date. If your event will
not be happening today, simply
change it.

Add Event: Time
In the first drop-down menu, you
select the hour. In the second dropdown menu, you indicate the
minutes. The last drop-down menu
lets you select AM or PM. All time
fields are optional. An all-day event
may have no specific time
associated with it.
Your next option is to select
whether or not the event will recur.
If it is a regular event, such as a
weekly staff meeting, then select
Weekly from the Recurrence dropdown menu. The page will flicker
(“refresh”) and some additional
options will appear.

Add Event: Recurrence
•

•

•

Select the frequency by typing a
number into the Frequency field. Set
an end date for the event using the
drop-down menus and then choose
the days on which the event will take
place. You can choose as many days
as you need by selecting the checkbox
next to the days.
The event will now always
automatically appear in your
schedule. If your event is just a onetime event leave the Recurrence
option set to None.
When you’ve finished filling in the
Basic information for this event, you
need to add it to your schedule by
selecting the Add Schedule button.

Add Event: Add Schedule

•

You can either move on to another event or add more detail to this one. If you are
finished, select the Save This Event button to get back to your main calendar.

Add Event: Advanced
The next level of information you can add to your event is under the Advanced
button.

Add Event: Group
•

•

Select an existing group that is related to your event (the groups are created under
Event Groups). Then type in a description of the event in terms of its relevance to
the group. When you have finished the description, select Add to Group. Then
select Update This Event.
When you are finished with the event, select the Save This Event button.

Edit Events
Editing Your Events
Edit
To edit an existing event, select the link from your calendar list.

Summary
That will bring you to a summary of your event. If you want to make changes to it,
select the Edit button on the bottom of the page.

Edit Details
That brings you back to the form you originally filled out when you
added the event. If you want to change the times of the event, select the
Edit link in the Schedule section.

Note: If you select new times from the drop-down menus, your changes won’t
appear. It is important that you use the Schedule feature.

Delete Occurrence
Delete Occurrence
If you set the event to recur every week or month and the event is no longer
taking place, select the Delete Occurrence button.

Confirm Delete
•

•

As with any deletion in the Thinkport
Calendar, you’ll be asked to confirm
whether or not you really meant to hit
delete. If you do, select Yes.
Note: Be careful when you do this. There
is no “undo delete” feature on your
Calendar. If you delete something, you
can’t get it back.

Delete Event
You can easily delete the whole event
from this page. Simply select the
Delete Event button. You will be
asked if you are sure you want to
delete the event. If you do, select the
Yes button.

Reminder
Reminder
The Thinkport Calendar can remind you that the event is coming up by sending you an
email. To set up this reminder, select the Reminder button.
You can have a reminder sent to you anywhere from 1 hour before the event to 999
days before the event, whatever is most useful for you. On the Reminder page, just
type in the appropriate number, then select Hours or Days from the drop-down menu.

View Reminder - I
Once you’ve set the reminder, select the Save Reminder
button.
If you ever want to see all of your
reminders in one list, select the
View Reminders button at the top
left of the Calendar.
You’ll see a list of the reminders
you have set up and will have the
option of changing, editing them or
deleting them. The only think you
can’t do is create new reminders.
This must always be done by
selecting the event link from your
calendar list.
When you are finished with the Reminders list, select the Done
button.

View reminder - II
If you ever want to see all of your reminders in one list, select the View
Reminders button at the top left of the Calendar.
You’ll see a list of the reminders you have set up and will have the option of
changing, editing them or deleting them. The only think you can’t do is create new
reminders. This must always be done by selecting the event link from your
calendar list.
When you are finished with the Reminders list, select the Done button.

Viewing Your Calendar
Viewing Your Calendar
The Thinkport Calendar allows you to view your events one day, week or month at a
time. You select these different views with the buttons along the top.

Simply select the view that is most relevant to your needs at the moment. You can easily
move from view to view at any time.
You can also change your views by selecting the calendar on the left side of the screen.

Viewing By Date

Each of the dates is actually a link.
The dates that are in boldface are
dates on which you have scheduled
an event. The date with the gray
box is today’s date. You can move
from month to month by selecting
the little arrows on either side of
the month.

Calendar Subscriptions - I
View Options
The button at the far left
is called View Options.
This allows you to
further define how you
want to use your
Calendar.
Select the View
Options button.

Calendar Subscriptions - II
You can do two things on this page. This particular tool allows you to
unsubscribe — or “turn off” — the calendars that you have
previously subscribed to. You can turn them back “on” again later by
coming back to this page.
Note: You cannot “subscribe” to calendars from this page, only
unsubscribe. In order to subscribe to a calendar, you must locate that
calendar on Thinkport and then choose to subscribe to it. Once you
have done that it will appear on this page.
The Event Types part of the page allows you to turn your ability to see different kinds of
events on and off. If you have a lot on your Calendar and don’t want to see the personal
events, then select the box next to Personal. When you go back to your Calendar, all of
the personal events will be gone. They won’t be deleted, just hidden from view. You can
get them back by coming to this page (select View Options from the top of the page) and
selecting Personal again. The checkbox will reappear – as will your personal events.
When you are finished making your changes, select Save Changes. The changes won’t
take effect until you select this button.

Event Groups
Event Groups
The Event Groups is the tool that you use to define groups within your calendar.

To set up a new Event Group, select the Event
Groups button from the top left of the Calendar.
Type in a concise, but descriptive title of the group,
then type in a more detailed explanation of what the
group is about. When you’ve finished, select the
Add button and your group will appear on the list
on the bottom of the page.

Saving

When you are finished creating groups, select the Done button.

Exiting
Exiting the Calendar
When you are finished adding or editing calendar events, select the Exit
Calendar button at the top right corner of the page. This will bring you
back to the Thinkport main page.

