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Building a Mixed-in Container Calendar in 25Live Publisher

A mixed-in calendar is a calendar in which two or more calendars have been mixed together to create a more
comprehensive calendar.

Example: You might have a Major Events Calendar, a Student Life Calendar, and an Athletics Calendar that are each
hosted on their own web page on your campus website. However, you want to create a more comprehensive calendar
that contains the events on all three of those calendars. A mixed-in calendar combines the three calendar feeds
together into one all-encompassing calendar.

Mixed-in calendar feeds are considered siblings, or equals, so on the calendar list control they will all output aligned
flush left.

o Note: Mixed-in Calendars and Duplicated Events

One issue you will likely encounter with mixed-in calendars is duplicated events. Think of the example
above with three calendars being mixed together. The potential is present for the same event to occur on all
three individual calendars. Thus, when you mix them together, your new mixed-in calendar will actually contain
some events in triplicate. For this reason, you must plan your mixed-in calendar very carefully and monitor
them. You will also need to educate your users that to get their event on the comprehensive mixed-in calendar
they only need to send their event to the primary calendar of their choice and the mix-in process will take care of
getting it on the comprehensive calendar.

A Best Practices Approach to Building Mixed-in Calendars

A best practice for building mixed-in calendars is to begin by creating an empty container calendar in 25Live Publisher.
In so doing, the mix-ins are being added to this empty container keeping your original calendar feeds that may need to
be operating on web pages as stand-alone calendars free of extraneous events. And, you may then choose to hide
this container calendar from the calendar list control so that visitors are not confused when they attempt to use the
control.

Building an Empty Container Calendar in 25Live Publisher

To build an empty container calendar in 25Live Publisher:

1. Locate the Tasks options and click Create Calendar.

TASKS AN
Create Calendar

Manage Calendar:\

[+ Export

%" Define Fields

% Customize Event Actions

2. The Create a New Calendar window will open where you will build the container calendar for your mix-ins. The
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settings for this new calendar are contained in seven groups: Calendar Name, Event Templates, Relationship to
Other Calendars, Mix In To Publications, Enabled Features, Default Event Settings, and Display Options.

Create a New Calendar

CALENDAR NAME [

Calendar name: ‘

‘ Required

Web name: ‘

‘ Not required. No spaces or special characters allowed. Learn more...

EVENT TEMPLATES [

Available templates: QAll Templates

Which templates can be used when entering events.

@ Exclude Sample Templates

(O List of Templates

Default template:
RELATIONSHIP TO OTHER CALENDARS B

Top-level calendar:

Sub-calendar of:

MIX IN TO PUBLICATIONS
[02015 special Events Calendar
[ Academic Calendar

[ Arts, Music and Theatre Course Sections
[ camps, Clinics, and Fairs

[ camps. clinics, and Fairs Event Calendar
[Jcancelled Events

[Jcancelled Events 2

[Jccu Events Calendar

[ chabot-Las Positas Mixed-in Calendar
[college of Charleston Mixed-in Calendar

@Yes (O No, make this a sub-calendar

Standard Event ~

Learn %e...

None - This is a top-level calendar

CImSMU Exhibits and Performances Events Calendar
[IMSMU Mixed-in Calendar Example

[IMSOE Calendar Stylesheet

[OMSOE Events Calendar

CIMSOE Mixed-in Calendar Example

[1MSOE Top-Level Calendar

Omusic, Theater and Entertainment

[JOctober 2019 eLearning Mixed-In Calendar

O october 2019 eLearning Top-Level Calendar

[ Palo Alto Academic Calendar

ENABLED FEATURES

Allow event registration: @®Yes (ONo Allow event editors to set up event registration for events.

DEFAULT EVENT SETTINGS

a. The Calendar Name group contains two settings: Calendar name and Web name.

Default registration form: The default event registration form used for new events.

CALENDAR NAME [£]

Calendar name: ‘ |

Web name: ‘ |

1. The Calendar name field should contain the name you want to give to your new mixed-in container
calendar. This is a required field. So, for instance, let's say this calendar will be the container for your
campus master calendar, you might name it, Campus Master Calendar.

2. The Web name field should contain the web name which is used by the spud code when you Publish
the calendar. Itis optional at this point but if you do not enter it now, it will be created for you when
you publish this container calendar. Itis a best practice to go ahead and enter your preferred web
name for this calendar. Itis best to use the following naming convention similar to this: Your
database instance name-campus-master-calendar, where you would replace Your database instance
name with the name of your 25Live instance. This identifies this calendar as part of your calendar
feeds.

b. The Event Templates group contains options for Available templates and Default template. Remember that
in the case of event templates they are created in Publisher as your events cross from 25Live to Publisher
via the feed. So, each event type becomes its own event template.

EVENT TEMPLATES B

() All Templates
® Exclude Sample Templates
() List of Templates

Available templates:

Default template: | Standard Event ~

1. The Available templates setting would be used if you were able to create events in 25Live Publisher
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for this container calendar. Since all events must flow from 25Live to 25Live Publisher, you may
leave this setting to Exclude Sample Templates. Only events and their associated event types will
have templates. And since this is a mixed-in calendar container, it will contain no events of its own.

2. The Default template can be selected from any event template currently available in Publisher.
However, since you will not be creating events on this calendar, select Standard Event.

c. The Relationship To Other Calendars group contains settings denoting whether this calendar is a top-level
calendar or a sub-calendar. For a container for mix-ins we will essentially cancel out the top-level/sub-
calendar relationship and turn it into a sibling calendar of the mix-ins.

RELATIONSHIP TO OTHER CALENDARS B

Top-level calendar: OYes @ No, make this a sub-calendar Learn more...

Sub-calendar of: | None - This is a top-level calendar v|

1. The Top-level calendar setting controls whether or not this container calendar will be treated as a
top-level calendar. We could indeed build our mixed-in in that fashion but it really is not a top-level
calendar in all reality. Itis only a container for other calendar's events. As such, set the Top-level
calendar setting to No, make this a sub-calendar. This will open up the Sub-calendar of setting for
your next step.

2. For the Sub-calendar of setting, we'll select None - This is a top-level calendar. By first saying itis
not a top-level calendar and then treating it as if it is, we turn it into a sibling of all of its coming mix-
ins.

d. The Mix In to Publications group contains a list of all your current calendar publications. You could choose
to mix-in the calendars that will be on this container at this time or you may wait until you Publish the
container calendar. As a best practice, it is better to perform your mix-in operations during the Publish
Settings phase.

MIX IN TO PUBLICATIONS

TV L T LY e T L L P T e L T T T O T N TPy TV T

L KCC Mixed-in Calendar Example LI TCC Mixed-in Calendar Example

[JKCC Top-Level Calendar Example ] TCC Top-Level Calendar Example

[l Keith's Calendar Stylesheet [ Testing Publisher Functionality Mixed-in Calendar
[IKing's College Fine Arts Events Calendar CJUNCCH Exhibits and Performance Events Calendar
O Lecture and Seminar Series CJUNC-CH Mixed-in Calendar

O Lectures and Seminars Event Calendar Ol Universidad de Los Andes Mixed-in Calendar

[ Lewis University Exhibits Calendar O Universidad de Los Andes Sample Calendar

O Lewis University Mixed-In Calendar O Universidad de Los Andes Top-Level Calendar

[ Lewis University Performance Events Calendar ] User Conference 2018 - Top-Level Calendar

| IR VU DT FUE R (RPN T D R O . Pl e E o _ mmam o 0 VN . mE_ i

e. The Enabled Features group contains only one setting: Allow event registration. Since the event
registration module is not turned on in 25Live Publisher, change the response to No for this container
calendar.

ENABLED FEATURES

Allow event registration: @®Yes (ONo

f. The Default Event Settings group contains settings controlling both event registration and event creation
in 25Live Publisher. Since you cannot create events for this calendar in 25Live Publisher, you may simply
accept all the default settings.
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DEFAULT EVENT SETTINGS

Default registration form:

Default all day: COYes @ No

Default duration: |1hour  ~|:|0minutes ~

g. The Display Options group contains a number of important settings for your calendar.

DISPLAY OPTIONS [-]

Time zone: | (GMT-08:00) Pacific Time (US & Canada) ~
Week display starts: |Sunday v|
Day display starts: |7‘:00 AM v|
Day display ends: |'|1:OD PM v|

1. The Time zone setting controls the time zone used for events on your calendar. You should go ahead
and set the time zone to whichever time zone your campus resides in. Multi-campus implementations
may need to create separate container calendars for events making use of different time zones if
they have campuses in multiple time zones.

2. The Week display settings determine what day of the week on which the calendar entries will begin.
Since users are accustomed to calendars beginning each week on Sunday, it is a best practice to
leave this setting to Sunday.

3. The Day display starts setting determines when events for each day will appear on the calendar. Set
the earliest hour you want events to be displayed.

4. The Day display ends setting determines when events for each day will stop appearing on the
calendar. So, events after 11 PM would not display on this calendar.

3. When you are satisfied with all of your choices, click the OK button to create your new empty container calendar.

4. 25Live Publisher will return you to the main window with your new container selected. You will see that there are
no events to display. Remember, this is a container, there will never be any events on this calendar because it is
not attached to a 25Live event feed.

Events Images

Sample Container Calendar
21 22 23 24 25 26 27

"

122 Share ¢33 Publish Settings =1 Email Calendar [& Calendar Settings (= Print List ~
28 1 2 3 4 5 3
< > C MONDAY, FEBRUARY 1, 2021
Tue, 2/2/2021
FILTER EVENTS o SELECT All None  Select an action Go
CURRENT CALENPAR ~ ~ THERE ARE NO EVENTS TO DISPLAY
sample Container Calendar - /

+ [J OTHER CALENDARS A

7] 2015 Special Events Calendar

<

Academic Calendar
Arts Events Calendar

Arts, Music and Theatre Course Sect...

4« 4«4

Calendar Name Here

camns Clinics and Fairs

<
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Publishing the Container Calendar

After you have created your new empty container calendar, you are ready to begin the work of publishing that

calendar. At this point, your calendar will only contain default styles. You will use another calendar or a calendar
stylesheet to deal with setting the styles for this new calendar.

With the calendar selected in 25Live Publisher:

1. Click the Publish Settings link to begin the process of publication.

Events Images

Sample Container Calendar

21 22 23 24 25 26 27 °

12 Share ¢33 Publish Settings =1 Email Calendar [5 Calendar Settings (& Print List
28 1 2 3 4 5
« > C MONDAY, FEBRUARY 1, 2021
Tue, 2/2/2021
Sellgct ti
FILTER EVENTS o SELECT All None ct an action Go
CURRENT CALENDAR ~ ~ THERE ARE NO EVENTS TO DISPLAY
sample Container Calendar -
+ [J OTHER CALENDARS AN

7] 2015 Special Events Calendar v

Academic Calendar -
Arts Events Calendar -
Arts, Music and Theatre Course Sect... v
Calendar Name Here 24

camns Clinics and Fairs -

The Publish Settings will open labeled with the name of your calendar. In this example, the container was called
Sample Container Calendar, so the window is the Publish Sample Container Calendar. The settings for
publication are arranged in six groups: Default Calendar View, Publish Settings, Mix-In Events From These
Calendars, Search, Display Options, and Email Settings.

Events I@ages
Publish Sample Container Calendar
4= Return to Sample Container Calendar

Use this page to choose the main calendar layout (view), mix-ins, and other settings that affect calendar behavior. When you're finished with this page, clic

[5] DEFAULT CALENDAR VIEW

I, il [ 1-—-:-——- R ]
= i § S o e
— T - E -
— - ks - = = H
3 Columns Classic Day Classic Month Classic Multi-Day Classic Multi-week Classic Table
EES— }
y e
—_— ‘
a—— ) —————)
Classic week Compact List Conference Schedule Detail List - Date Detail List - Title Labeled List - Date
¥ e e
k 8 "
: e
t = [ - Sy H
= = ot | L
Labeled List - Title Linear Grid List List by Month Map Mobile Table
= BN
=
= | ‘ea BT
News Performance Photo Events Tile
Schedule
[Z] PUBLISH SETTINGS
Calendar name: |Samp|e Container Calendar ‘ Mame of the published calendar.
Unique web name: |keith—samp\e—cunta\‘ner—ca\endar

‘ This web name becomes part of the published calendar's

3. At this point, accept all of the defaults and click the Publish button.
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Publish Cancel

4. You will return to the Publishing Control Panel for your calendar where you need to locate the Copy All Publish
and Spuds Settings From drop-down menu.

Publishing Control Panel for Sample Container Calendar

€ Return to Sample Container Calendar

Filter View: | [none] 18

Publish Settings | Calendar Spuds || Control spuds | Promotion Spuds | Email | Feeds | Hosted View

Publish Settings Edit Publish Settings | | EditStyles & lcons | | Edit Calendar Colors | | EditEA Settings | | Preview all Spuds
Description:

Default calendar view:  Classic Table

Mixin events from:

Unique web name: Keith-sample-container-calendar

Calendar address:

Distinct fiter fields:

Time zone: (GMT-08:00) Pacific Time (US & Canada)

Emall subscriptions: ves

Forward Replies: [\ Yes

Access type: Public

Unit of measure: miles

Display unpublished fields:

Searchable: No

Search keywords:

ity and region:

Font scheme: Open sans, Helvetica

[ oone J unpublish ] Copy Al Publish and Spuds Setings From. P

5. From the menu, locate either your calendar stylesheet (if you have created one) or a calendar that contains the
styling you want to apply to this new calendar.

KCC Mixed-in Calendar Example
KCC Top-Level Calendar Example

Keith's Calendar Styleshest

King's College Fine Arts Events Calehu
Lecture and Seminar Series

Lectures and Seminars Event Calendar
Lewis University Exhibits Calendar
Lewis University Mixed-In Calendar

Lewis University Performance Events Calendar

Lewis University Top-Level Calendar Example
Main Events Calendar

Maine Mixed-In Calendar

Major Events Calendar

McDaniel College Academic Calendar
McDaniel College Calendar Stylesheet
McDaniel College Mixed-In Calendar
McDaniel College Top-Level Calendar
Middlesex Calendar Stylesheet

Middlesex Events Calendar

Middlesex Mixed-In Calendar v

6. Once you click on a calendar or a stylesheet, you will receive an Are you sure message. Click OK.

Are you sure you want to replace all the publish settings of Sample Container Calendar with those from Keith's Calendar Stylesheet?

Cancel

7. The styling and basic publish settings will be copied from your selected calendar and stylesheet and applied to
this calendar. Your next step is to review the Publish Settings. Click the Edit Publish Settings button.
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Publishing Control Panel for Sample Container Calendar

4 Return to Sample Container Calendar

Filter View: (none] ~18

Publish Settings  Calendar Spuds | Control Spuds ~ Promotion Spuds| | Email | Feeds = Hosted View

Publish Settings eait Pubish settings | | Edtstyles icons | | Edit Calendar Colors | | et e setings | | Previewall spuds

Descript

Tile

keith-sample-container-calendar

Featured Events, Location
(GMT-08:00) Pacific Time (US & Canada)
Yes

Yes

Public

miles

Yes

City=Portiand, Region=OR N
Open sans, Helvetica

[oone ] Unpubish ooy Al bl and St Selfge o

8. In Edit Publish Settings. you will need to review a number of fields.

a. Make sure that the Access Type is set appropriately. Most calendars should be set to Public.

@ Public (O Password (O Secure URL
() Require visitor account a

Access type: _

b. Check the Display unpublished fields and place a checkmark in the checkbox for any fields you actually
want to appear on event details for this calendar.

Display unpublished fields: -
. R ]
Featured event field: Ll submitter Email
[J reservation Name
Enable filter views:
[J Event state
Enable filter cache: [ organizer
[Jinstructor
[=] MIX-IN EVENTS FROM THESE CALE 1 o fosacl | lao. " ¥

c. Make sure that the Featured event field is populated with your Featured Events custom attribute.

Featured event field: Featured Events

d. Place a checkmark in the box beside the calendar feeds you want to mix-in to this container calendar.

[5] MIX-IN EVENTS FROM THESE CALENDARS E
(02015 Special Events Calendar

[ 1Academic Calendar ‘/

Arts Events Calendar

%ﬁns. Music and Theatre Course Sections
alendar Name Here

[¥] Camps, Clinics, and Fairs

[ Camps, Clinics, and Fairs Event Calendar

[JCancelled Events

[Jcancelled Events 2

] CCuU Events Calendar
M rhahnt-l as Pasitas Mived-in Calendar

o Building a Mixed-in Calendar in Stages

Since mixed-in calendars can introduce duplicate events, it is a better practice to gradually build

Copyright CollegeNET, Page 7

This content is intended only for licenced CollegeNET Series25 customers. Unauthorized use is prohibited.



CollegeNET Series25 Help and Customer Resources

your mixed-in calendar so that you can preview and monitor what is happening as you add each
feed. Instead of placing a checkmark in each calendar that you want to add to the container all
at once, place only two check-marks to begin with and then after you preview to ensure that
their are no duplicated events then add one feed at a time previewing in between to ensure that
you know exactly which feed contains events that are duplicating on the calendar. Building your
mixed-in calendar in this fashion lets you know exactly which feed has events that are being
collected by two event searches.

e. Review the Search group of settings to ensure that a public-facing calendar is Searchable and that it
contains Search keywords, and City and region information.

[=] SEARCH [

%earchable: ®Yes (O No

Search keywords:

City and region: Portland ‘ ‘OR IT‘
Include event schema: OYes @ No

Search keywords should be words that will be appearing in the event title or event description of the
events being mixed-in to the calendar. You might also add search terms that you think potential visitors
would use in searching the calendar. Having appropriate search keywords will raise the relevance of your
events to the search engine spiders and raise their prominence in web searches.

Currently, you may leave the Include event schema setting to No as this functionality is not currently
enabled for 25Live Publisher.

f. Check your Display Options to ensure that the appropriate Time zone has been set and that the week and
day display settings are appropriately set for this calendar.

[Z] DIspPLAY OPTIONS [

Time zone: | (GMT-08:00) Pacific Time (US & Canada) ~
Week display starts: | Sunday V|

Day display starts: | 7:00 AM v|

Day display ends: | 10:00 PM v| I:}

g. Make sure that the Email Settings are set to allow Email subscriptions and Forward replies.

[Z] EMAIL SETTINGS

3 Email subscriptions: @®Yes (O No

Forward replies: ®Yes (ONo

h. Click the OK button to commit your changes. If you take the approach outlined in the info note above about
building mixed-in calendars progressively you will need to come in and out of Edit Publish Settings multiple
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times so that you can preview the effects of adding a feed to the calendar container.

Lok W Cancel |

9. Your published calendar is now styled and ready for additional work. Depending on how your stylesheet is
structured, you may have to modify calendar spud settings, control settings, or promotion spud settings.
Additionally, if you are using the Calendar List Control you will likely want to hide the mixed-in container from
the drop down list. You can accomplish this by visiting the Control Spuds tab, locating the Calendar List control
and set the General Settings - Include publication to No.
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