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EVENTS SYSTEM
(WEB CALENDAR)
USER HANDBOOK

ACCESS THE LIVEWHALE EVENTS SYSTEM

Step 1: Open your Internet browser.

(If you use Internet Explorer, you will be prompted to install a plugin the first time you access LiveWhale.)

Step 2: FIRST TIME EVER TO LOG IN: Visit www.angelo.edu/livewhale. Bookmark this page!

FUTURE LOG INS: Open your Internet browser and open the bookmarked page, “Welcome to LiveWhile.”

Step 3: Use your ASU system user name and password to log in.

Log in to edit your content

Username
Your system username

Paswword

| Your system password

gtiln’

t Wab Sonvices for mors infarmation

Step 4: Click on “Events.” (You may not see any of the others choices, such as “pages,” “news,” etc.)

Welcome - LiveWhale -
File Edit View History Bookmarks Tools Help

J Welcome « LiveWhale
* 2 angeloedu  hitp angelo.edu/wewhale

LiveWha

CMS: Angelo State University Logged in as Rebekah
Admin Tools:

Libraries: Images F

Pl Pages  Ne ;al!eries Forms  Biurbs  Profiles

(=]

Alngelo State Ur\lvemlty has upgraded to the newest version n::f Attention, please
LiveWhale! You'll notice some improvements, like page drafts being
preserved through live publishes and a new streamlined RSS/iCAL E‘;“A‘P’I;'Fx;‘“"n'r’- Maintenance Today - Dec. 2. Noon-1
import interface. We've added some new feaiures, like additional e,

Gec e : Your bulletin LiveWhale Maintenance Today - Dec. 2, Noon-1
table editing options in WYSIWYG fields, a brand new thumbnail p.m., scheduled for December 2, is now five. Dismiss
customization option, and new dynamic form options, such as start o
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Step 5: You will now see this screen. NOTE: You will only see events for your group(s).

e ffit iew  Higlory octmarks I
3 vents - LiveWhale

Welcome P (5 o5 Forms Blurbs Profdes

Month View

Manage Events IR
January 25, 2012

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
22 23 24 25 26 27 28

Men's Basketball Women's

ASU vs, Toxos- Basketball: ASU st
Parmian Hasin Toxas Waman's"
29 30 k3 Feb 1 2 3 4

Women's Sofball: ASU ve. Sofball: ASU vs. Sohbalk ASU va.
Basketball: ASU vs. | Rollins a1 San East Contral at San  Toxas
Camaron® Antonlo Antonlo ARM International st
e e frram San Antonio
Men's Baskothall: Safthall: ASU a8 SE | 12 copes juess 3 000
ASU vs. Cameron® Mary’s Basaball: ASU vs.

R Guachita Boptist

Baseboll: ASU va. | 2000 jeus 2.0

Guachit Dapelst | Softbalk: ASU vs. St
Edward's in San
Antonio

Women's
Basketball: ASU at
Midwastern State”

Men's Basketball:
ASU at Midwestom
State®
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ADD AN EVENT

Step 1: Click “Add a new event.”

Admin Tools:

Welcome Pages News

Month View Re

Manage Even’s

Sunday Monday

22 23

Galleries Forms Blurbs

Tuesday

A - bangs independent school district

Libraries: Images

Profiles

January 25, 2012

Wednesday Thursday Friday Saturday

24 25 26 27 28

Men's Basketball:
ASU vs. Texas-
Permian Basin

Women's
Basketball: ASU at
Texas Woman's"

Step 2: You should see this screen. We'll address the left side of this screen first.

Welcome News Galleries Forms

Pages

Blurbs

Profiles

Add a new event o canceland go back

Enter a title for this event

Star content to DE CRIEU CuL v imatesu G wis pUDIIC SItE

e Share content to allow bomowing and reuse by other content managers

Start Date & Time [ All Day

End Date & Time (optional)

Repeat thiz event

Never -

Location

Plot this event on a map?

Show all Places
or add a new Place

Summary
B I U s um

Event description or link to another page
B I U
Add: & H &

Pagraph - 2 SIS A EEEE FE

You may add an
image, video or widget
that appears in line with
your descriptive text.

Your event title goes here. This field is easy to overlook because it already contains
text. Your event will not save to the calendar if you forget to complete this field.

Fill in the start date and time of your event. The end date and time is optional. If the
event does repeat, make the “end date” the same day it begins.

If the event repeats, select the appropriate time interval. Options are: Never, Daily,
Monday-Friday, or Weekly. If you need to enter a repeating event but these options don’t
quite fit, contact Jon Wilcox, Ext. 6266, or Becky Brackin at Ext. 6399. Some “tricks” are
available. Note: This field can’t be edited, once saved.

It is a good idea to type your location in the “Plot this event...” field first. For in-
stance, if you type “Carr Education,” pre-populated choices will pop up and you can
choose “Carr Education-Fine Arts.” When make your selection, a map will appear with the
building already plotted.

Then complete your “Location” field with room number and physical address. Exam-
ple: Carr Education-Fine Arts Building, Eldon Black Recital Hall, 2602 Dena Drive.

The summary of the event should be a “teaser” that piques the readers’ interest to
read more about the event. On the finished page, it appears in larger font italics right
above the description.

If you wish to link to a flyer or web page that gives ALL information about an event
— the who, what, when, where, why — you may use the “link to another page” feature.
Note: If you use this feature, you cannot edit the event further. When a viewer clicks on
this event, he or she will be taken to the page to which you have linked and will not see
any other information.

|

The event description should give details about the event, the speaker, the activity,

etc. — the “who, what, why” — admission prices and special instructions. Note: Live-

Whale does not provide a separate field for this, so always include “For more information
contact who at phone number or e-mail address.”
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Step 2 (continued): We'll continue with the options down the left side of the screen.

- Selecting this option opens this LI _ ;
screen. You can limit registration to a :::(“"‘Mﬁﬂf;“ PRSI
Reqistration ce.rthain number of participants, if yoU | . e s cesinaegcimton
wisn. Special instructions?

[ Allow site visitors to register for this event

Comments I
You may select this option to allow comments about your event. We recommend
leaving this option unchecked.
[ Allow users to post comments

voom a - You may suggest that other user groups within the university add your event to
Suggasl this item to the fﬂllﬂwmg groupiss: their group calendars. Note: Avoid using this as an “invitation” to the event. The content

managers for the other groups’ pages will receive a note suggesting they add this event to
their group calendars. Click “Show all groups” to see and select existing groups.

Show all groups

Tagging assists with searches and helps your event be “found.” Click “Show all tags”
lags and select the tags that apply to your event, keeping in mind the ways users might think
about and search for particular events.

Show all tags IMPORTANT: ALL live events in LiveWhale will display on the public Web calendar
unless they are tagged with “non-public.” Events tagged “non-public” will appear only in
your group calendar and not in the ASU calendar at https://www.angelo.edu/events/

All tz calendar.php. They also will not be picked up for the TelegRam.

_Use selected tags | o cancel and close

Note: If you use the registration feature, you will need to check LiveWhale occasionally to check your registrations.

Use the same process to login to LiveWhale Events. Click on “Registrations” and then the event you wish to check. A list of your
registrants will appear.

Welcome Pages News Events Galleries Forms Blurbs Profiles

Registrations

Manage Event Registrations

r - Show: All Past Evenis -
|-
o

P;lblic Presentation and Book Signing with Kevin Carroll - “The
Katalyst”

4 registered
5:30pm on January 18
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Step 2 (continued): Now we’ll address the right side of the “Add a new event” screen.

No one other than LiveWhale users can see your event until you make it “live.”

Blurbs

Galleries Forms

Welcome  Pages  News

You may add one or more images from the existing library of photos in your
group or from your computer. The image or slideshow will appear in the upper right
hand corner of your event page, and you may select one of the images to be the
thumbnail image for your event when it appears in a list.

images

Select from your image library J

Add images from your computer J

or
Use an exizting gallery
You may add one or more links to related content for your event. You might
want to add a link, for instance, to the speaker’s web page or to other events in a Related content
series of events. Add a ink fo a web address, news story, event, gallery,
or fike.

Related content Related content

idd a ik to o [TTROOIEEN . news story, event, gallery, Add &kt s web-address; JECERE. tVonL, gatory;

or file. or fie.

Link ille: rambunctious

More about the speaker News: ]
W speshacs v ebpage con| | First Time September 22, 2010

_Add Jor cance!

Fall Semester August &, 2011 o

DON’T FORGET
to click this button
after you complete the
fields. If you don’t click
“Add,” but save your
event, whatever relat-
ed content you added
will not appear.
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Step 3: Save your event after you have completed the left and right areas of the “Add an event” screen. If you miss this step, all

your previous hard work will be lost.

| Save this event J olcancel and go back

Revised 1/31/2012

Page 7



EDIT AN EVENT

Step 1: Log in to LiveWhale Events. Find and click on the event you wish to edit. You may choose two different views of your

events to accomplish this.

Month view

[re——

Manage Events [ETESIES
January 25, 2012
Ry [— Mesmertay ooy

22 23 24 25 26 2 28

Feb 1 2 3 4

List view

Lt Vi
Manage Events EIIESTEE

W i [ e S
tbak: ASU va. Camaron”
Sontall: A5U va. Rolime st San Antonio
Sofivail; ASU va. East Central at Sam Antonic
Sonsall; ABU 81 5t Mary's

Baneail: ASU va. Guschits Baptist

Softtall: AU va. Tuxes ASM-Intarnations! st San Antorks

Basetiall: ASU vs. Cuschita Baptist

Softball: ASY va. 51 Edward's in San Antonio

Step 2: Make changes to your event, as needed, then save the event.

If you need to make changes to more than one event, such as make several events live, the “list view” makes that easier.

You may select all events or just the events you wish to edit, pull down the menu that says, “With checked items...,” select the ac-

tion you wish to take, and then click “Go.” Confirm that you want to make the change for all these events.

DELETE AN

Step 1:

EVENT

Log in to LiveWhale Events. Find and click on the event you wish to delete. You may choose two different views of your

events to accomplish this as indicated above — “Month view” or “List view.”

Step 2: With the event open, click “Delete.” Confirm you wish to delete the event.

i} FPagas News Events Gallarias. Forms

Edit a event o cancel and go back

Math Lab Open

Star contant to 56 called out or faatard on the putlc she
Shars coatant to llow bomowing and reus# by olher content managers.

Summary
B ru .
The Math Lab i3 available free of charge to &l ASL) students enrclled m 3 math class.

Blurkrs Profiles

Last modified an January 75 by Rebskah
Restorn a

Images

Sadect from your image ibeary
Add images fom your comgter
or
_Use an easting gallary

If you need to delete more than one event, use the “List View.”

Select the events you wish to delete, pull down the menu that says, “With checked items...,” select “Delete,” and then click “Go.”

That change will be made for all items you selected. Confirm that you want to delete these items.
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FIELDS AND FORMATS

Admission: List price of admission for local events in the Event Description. It is not necessary to include ad-
mission for out of town events. Separate different admission charges by a semicolon.

Example: FREE to ASU Students with ID; $4 General Admission; $2 Students

1. Use a period to separate dollars from cents only when required. Example: $12.50
2. Avoid using $.00 when on the dollar. Example: $12
3. If there is no admission charge at all, type “Open free to the public.”
Athletic Games: Away - Sport: (Rams or ’Belles) at Opponent Name
Example: Softball: ‘Belles at Eastern New Mexico
Home - Sport: (Rams or ’Belles) vs. Opponent Name
Example: Basketball: Rams vs. Abilene Christian
Athletic Meets: Away - Track/Cross Country: ASU in Meet Name at Location
Examples: Track: ASU in Texas Invitational at Austin

Cross Country: ASU in Oklahoma State Jamboree at Stillwater, Okla.

Home - Track/Cross Country: ASU in Meet Name
Example: Cross Country: ASU in Blue & Gold Classic
Athletic Tournaments: Away - Sport: (Rams or ’'Belles) at Tournament vs. Opponent Name
Examples: Basketball: ‘Belles at Hoop & Surf Tournament vs. Harding
Softball: ’Belles at LSC Crossover Tournament vs. Cameron
Home - Sport: (Rams or ’'Belles) vs./at Opponent Name
Example: Basketball: Rams vs. Abilene Christian
Contact Info: Include in the Event Description — Department/Office OR Individual Contact Name and phone

number or e-mail address.

Location: Local - type venue and address separated by a comma
Examples: ASU Auditorium, Mayer Administration Building, 2601 W. Avenue N
Junell Center/Stephens Arena, 2235 S. Jackson St.

Away - If out of town, type city and state (see States)

Phone Numbers: Phone numbers should be formatted with hyphens, area code first.
Example: 325-942-2445

Related Links: MUST have www. Example: www.angelosports.com
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Only list state if outside Texas and/or the city is not immediately recognizable.
Examples: Austin; Durant, Okla.; Honolulu

States:

STATE FORMATS

Ala. Hawaii Mass. N.M. S.D.
Alaska Idaho Mich. N.Y. Tenn.
Ariz. . Minn. N.C. Texas
Ark. Ind. Miss. N.D. Utah
Calif. lowa Mo. Okla. Vt.
Colo. Kan. Mont. Ohio Va.
Conn. Ky. Neb. Ore. Wash.
Del. La. Nev. Pa. W.Va.
Fla. Maine N.H. R.I. Wis.
Ga. Md. N.J. S.C. Wyo.

If you would like to add a calendar of
events to your department’s/office’s
Web pages, contact Web Services at 942
-2333 or web.services@angelo.edu.

ADMISSIONS  AFPLY  ACADEMICS  ABOUT & PAY FOR COLLEGE  LIVE ON CAMFUS  ATHLETICS

ASU Small Business Development Center

“Tuliaing the Concha Valiey Coanamy. Ovie Dusiness ate Timer™

STUMPED?

LSTORMING SESSIONS AvAalLABLEY

You may also add an area to your de-
partment’s/office’s home page or anoth-
er web page that automatically displays
upcoming events. This area is called a
“widget,” and can be customized to dis-
play a certain number of events, for in-
stance. Contact Web Services for help
with widgets.

Stumped? Sign up for

New! Business Tips

The Small Business Development Cen-
ter’s page demonstrates a great example
of an event widget. Click on

https://www.angelo.edu/services/sbdc/
to see how the page automatically up-
dates to display five upcoming events.

= UPDATED! (Jan 2012) STARTING A BUSINESS IN SAN ANGELD
GUIDE [ Are you stariing a business in San Angelo? The SBDC has
put togetner a great FREE POF resource o help you get started!

+ MEW! EVENTS ADDED FOR FEB-MAY
IEWI 18MI DY oNEWE] ETTER ]

February
Eazanrmalz of Stanng 3 Busmess Tl
:00pm - g30pm

Fabruary Tth, 2012

Business Plan | Willing the

Neratve (C)8:00pm - 8:30pm
February fth, 2012

Buginess Plan Il Financigis [

& 00per - & 30pm

February 15ih, 2012

00pM - £:09pM

Show 5 mors... (40 tatal)

VIEWY EVENTS CALEVIAR

For help, please contact:

Web Services
web.services@angelo.edu
325-942-2333

Or

Community Relations
community.relations@angelo.edu
325-486-6399
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How the event looks in LiveWhale
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How the event looks on our website

0 STATE UNIVERSITY

: of Communications and Marketi

® ABDUTAIU  PAY FOR COLLEGE  LIVE ON CAMPUR  ATHLETICE

Public Presentation and Book Signing with
Kevin Carroll - “The Katalyst”

January 18 2012, 5:30pm
Stephens Central Library, 33 W. Beauregard Avenue, San Angelo, TX

Kevin Carroll, a.k.a. “The Katalyst,” is an author, speaker
and agent for social change. Carroll inspires adults and
children alike to embrace their spirit of play to maximize
their potential. He also just happens to be a graduate of
Angelo State Universify. Come hear Kevin Carroll speak
and have him sign your copy of “Rules of the Red Rubber
Ball.”

in Carroll channsls his
sport and plsy into 3 un
for Fl=z in Angelo Stal
Tom Green County Library Sy
just might be your personal “Katahest.”

1otz >

=] Downicad lcsl evant

O™ & MD

Map -
mind, Carroll =
to achieve maximum human potential through t
and crestivity. Finding your own “red rubber ball” and ch
nt, he i rest route to pea
an athletic train -
ormed his philosophy into o gl
at any successful leader will endorse. 2 ww\“@
Light hors dosuvres will be served. -
Pl v.p. to the ASU O ent [, 325-342-2116.
Register For This Event e
First Name: ’
= bog D - Terry o s
Last Name:
E-mail:
Phone:
# People
attending:

Comments/special
instructions:

.Reg__
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