
Step By Step Instructions 
for updating the PCMB calendar 
 
These instructions are for band directors, PCMB board members, and boosters 
with “PCMB calendar” web accounts.  Most PCMB boosters may ignore this 
document. 
 

 
 
To update the calendar, press the “login” button at the bottom of the calendar.  On some 
busy months, the calendar has a scroll-bar like this one from 2007.  You have to scroll 
down to see the login button. 
 



 
 
When you press the “login” button, you get this screen.  Put your username and Password 
in and press “login”. 
 
 
 
 



 

 
 
You will be placed back at the main calendar screen except the option to change your 
password appears. 
 
Click a date to add an item… 
(if you click an existing item instead, you will be able to edit it) 
 



 
 
You can add new items here.  Its pretty much free form but this convention seems to 
work.   
 
Press “Post” when ready. 
 



 
 
The item is now on the calendar for all to see. 



 
 
It will look like this to the general public.  The posters name will be shown in the lower 
right portion of the event.   
 
( The poster and the webmaster are the only ones that can change this event. )



 
 
If you want to change an existing event, press the item instead of the date… 
 



 
 
You can edit or delete items that you posted.   
 
You will not be able to change items that someone else posted.  Contact the poster if you 
need a change made to their item.  Items will be listed with the name of the poster.     
( usually ) 
 
You also can ask the webmaster to do this from an account that can edit everything. 
There are only a few boosters with access to calendar editing. 
 
Press “edit” to change, or “delete” to delete. 



 
 
Press “logout” when you are done.  ( Or just close your browser. ) 


