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Introduction 
 
Welcome to the Metacalendar User Guide!  This guide will show you, the end 
user, how to use Metacalendar software.   
 
Metacalendar is a powerful application designed to help groups of 
organizations or people collectively store, promote and organize calendar 
events.  This hosted service allows your organization to publish event 
information using a user-friendly Web-based interface.  Once entered, the 
events can be accessed directly from any Web site.   
 
By using metacalendar.com, your event can be automatically and 
simultaneously published on:  
 

• Your own web page 
 
• On metacalendar.com, and in  

 
• Sites and portals for specialized audiences, depending on your needs   

Features of the metacalendar group event calendar include: 

• Custom event categories 
• Searchable by type, date/time, keyword and more 
• Automatically generated map links 
• File attachments to events  
• Add contact information and roles for multiple people and places to 

events  
• Saves information entered often 
• Download the events to a PDA or Outlook 
• Send the events via email 
• Customizable registration forms for each event 
• Add deadlines for events 
• Detailed event scheduling options 
• Customizable color schemes 
• Events automatically unpublish when dates pass 
• Add hyperlinks to event details 

Much more! 
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Getting Started: Register as a User 
 
First, go to metacalendar.com.   
 
To get started, you will need to register as a user.  Find the Register icon 
on the left side of the screen.  Click once.  
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Getting Started: Register as a User Cont’d 
 
You will need to specify your Name, pick a Username, pick a Password, 
and enter your Email Address.  Fill in the fields as appropriate.   
 
You will also have to indicate that you have read, understood, and agreed to 
the Terms of the License.   
 
With the fields filled in, click once on Submit. 
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Getting Started: Register as a User Cont’d 
 
After you fill in the fields to register and click Submit, you are brought to 
this confirmation screen.  You are set to begin now!  
 
Navigation on metacalendar.com is typical of the web.  Note that clicking on 
the Events Calendar icon (upper left) will always take you back to the 
metacalendaer.com homepage.  Try it now.   
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Getting Started: I have an event and I want people to know about it  
 
First, go to metacalendar.com.  If you just registered, you are already there. 
 
Find the Log in button on the left side of the screen, and click once. 
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Login  
 
This is the login screen.  Here we are using “demo” as both the username 
and password.  Log in now using your username and password.  Type in 
your username and password, and click submit.  
 
 
Your username and password was established when you signed up and 
registered for metacalendar service.  
 
If you do not yet have a username and password, go back to the register 
section to register, or use “demo” as a temporary username and password. 
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The Summary View: The Driver’s Seat for the End User  
 
You’re in!  
 
What you see now is a Summary View of your content on metacalendar.com.  
You are behind the scenes, in the driver’s seat for end users.  When you 
have a new event to add, an event to edit, or other event management 
tasks at hand, it is from here that you will typically start.   
 
Throughout this user guide, we will refer to this screen as the Summary 
View.  The Summary View provides a useful snapshot of your event.   
 
What do you see here?   
 
As “demo user,” you can see you have one event already set up.  The 
Summary View shows each event already posted, and a summary of it.   
If you had 2, or 3, or 10 events posted, you could see them all from here.  
 
You can see the title of the event (training for fatica consulting), the 
beginning date (January, 22ndth), the start time, the end time, people 
associated with the event, such as the contact, and the facilitator, as well as 
the location of the event, and co-sponsors. 
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Post a New Event 
  
Let’s set up a new event. 
 
Starting from the Summary View (we are already there), click on  
New Event.  That click takes us right to the screen below, where we type in 
the details of our event. 
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New Event Cont’d 
 
In this example, we’ll say your event is a forum on affordable housing.  
 
You can follow along with the picture on the next page as we fill in the fields.   
 
Title: What is the title of your event?  Or, what is your event? 
 
URL: Is there a website you want to specify?  Fill in the field as appropriate.   
 
Topic: What is the topic of you event?  Here, we scrolled down to housing.  
You can select more than one topic by using the ctrl key.  Hold down ctrl and 
then point-and-click with your mouse to select more than one topic. 
 
Frequency: Is this a one-time event, a yearly event, or monthly? 
 
Date: When is your event, that is, on what date? 
 
Time: When does your event start and end, that is, at what time of day? 
 
Description: Tell potentially interested parties about your event.  What 
might they want to know?  This is an opportunity to define your event for 
potential attendants.  If you have a flyer or other communication materials 
about your event already prepared, you may want to consult them while you 
fill out this field.  
 
Fee: If there is a fee for attendants, specify it.   
 
Submit: Click on submit to add your event.  Clicking on submit will add 
your event to your website automatically, to the community calendar at 
metacalendar.com, and depending on your needs, to other sites, as well.   
 
 
 
 
 
 
 
 
 
 
 
 

 11 



Filling in the Fields on Your New Event 
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Look at Your New Event in the Summary View  
 
After you have filled in all of the fields, click on submit to post your event.   
 
Once you click on submit, you are returned to the Summary View.  Now 
your event shows up with your other posted events in the Summary View.  
Take a look.  There it is!  
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Your New Event as The Public Would See It On Metacalendar.com 
 
You posted a new event.  So, what does the public see? 
 
Let’s take a look now, starting with the view from metacalendar.com.  
 
This time we’ll use Fatica.net as an example. Fatica.net posted an event, 
just as we did.   
 
Now, when someone visits metacalendar.com they will see that event as 
displayed below.  The screen below shows us exactly what any visitor to 
metacalendar.com would see, just by default.  We are not even logged in.   
 
We’ll discuss features of this default view on the next page. 
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Your New Event as The Public Would See It, Cont’d 
 
As we can see below, the default view from metacalendar.com shows the 
next three months laid out on the center of the page with upcoming events 
clearly highlighted.  The Fatica.net event is highlighted in orange.  
 
Below the three-month layout, all events for the current month are listed.  
Events stretch out chronologically into the future as we scroll down the 
page. We can see the Fatica.net event listed there.  (On the next page, we 
scroll down to see it). 
 
Users can access your content in a variety of ways, but for the moment we’ll 
limit our discussion to this, the default view from metacalendar.com.  
 
 
Note: Your events will automatically unpublish when dates pass. 
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Your New Event as The Public Would See It, Cont’d 
 
 
Scrolling down below the three-month layout, we see the event for 
Fatica.net posted.  
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Your New Event as The Public Would See It On Your Web page  
 
Continuing now with Fatica.net as an example, let’s look at how this same 
Fatica.net event will show up on the Fatica.net web page.  
 
When we visit fatica.net we see the transmitted event content below.   
 

 
 
Does it look familiar?  Look back to the previous page for the default view 
from metacalender.com, and compare it to the content on fatica.net.  It is 
the same!  Though the colors switched from orange to blue, the same tidy 
package of event content is posted in both places.  We call that tidy little 
package of event content the modular content window.   
 
It is that easy.  Your event will be automatically and simultaneously posted 
to both metacalendar.com and your own web page in just this way.  From 
any website, from your own pda, from email you send, and from specific 
sites according to your needs, your event content can always be accessed in 
this same tidy, useful, and feature filled package of event content.   
 
 
Note: Fatica.net can customize colors of metacalendar to meet your needs.  
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Signpost: Producer and Consumer  
 
We saw how an event posted on metcalendar.com will appear in the default 
view there, as well as how it will appear on your own web page.  We also 
introduced a wider view in discussing the modular content window – that 
tidy package of your event content accessible from metacalender.com, your 
own web page, any other website, as well as through your pda, email, or 
specific sites according to your needs.  
 
Now that you are familiar with the basic operation of metacalendar, we will 
move on to additional features available to you as you produce and manage 
your event content.  Later, we will move on to discuss how the public 
accesses and consumes your content.  There, we will cover the features of 
the modular content window, in detail, as well as additional features of 
metacalendar.com. 
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More Features To Produce and Manage Your Event Content  
 
As you produce and manage your event content, you will often operate from 
the Summary View.  The Summary View is the driver’s seat for the end user.    
 
If you are not already there, go there now.  From metacalendar.com, login, 
and you are there. 
 
Just below the title of your event, we see Edit, Preview, Attach File, and 
Private.  We’ll take each of these in turn now.  
 
These are the fundamental tools you will use to mange your content on 
metacalendar, and get the information you need to where it needs to be.   
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Edit Your Event 
 
Did you forget something?  Did you make a mistake?  Do you need to add 
new content to an existing event?  Click on Edit, from the Summary View.   
 
Edit will take you straight back to the same Event Details screen where 
you entered details about your event the first time around.  Edit your 
content as you wish, and click submit.  The changes are made instantly. 
 
Here we are, back in the same screen: 
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Preview  
 
Let’s look at a new event, the Management Consultants Luncheon. 
 
From the Summary View, one click on preview takes us into the modular 
content window.  We see here a useful snapshot of our event.  This 
window exists primarily as a tool for potential attendees to access event 
content, so we will discuss its features in an upcoming segment beginning on 
page 37. 
 
For presentation purposes, we want to recognize that reviewing the details 
of our event from here, just as the public would, is a good way to check your 
postings on metcalendar.com for completeness and accuracy.   
 
We can go in for more detail by clicking details.  Try it now. 
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Preview: Details 
 
One click on details will bring us to: 
 

 
 
The underscored link for speakers will take us to the preloaded email 
function of metacalendar, so that we can email speakers.  The location link 
will take us to the website of the location.  The sponsors link will take us to 
the sponsors web page, and the underscored contact link will take us to the 
preloaded email function of metacalendar so that we can email the contact.  
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Attach Files 
 
Are there documents participants in your event need, or attendees might 
want ahead of time?  From the Summary View, click on attach files from to 
attach documents to your event.  Some examples might be: 
 

• Presentation Text from Speaker A.doc 
 
• PowerPoint presentation from Speaker A.ppt 
 
• Tables 1-6.xls 

 
• Related Articles 1-8.pdf 

 
• Reference documents 1-5.txt 

 
Choose any file type, whatever your needs, and using this tool, participants 
and attendees to your event can arrive informed and prepared!  
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Attach Files Cont’d 
 
Now, after clicking on attach files, browse to the directory on your pc 
where your file is located, and when you find it, double-click, to attach the 
file to your event. 
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Delete Files Attached to Your Event 
 
Was that the right file?  Do you want to update it?  Once you add files to 
your event, the Delete Files option appears just below the title of your 
event. 
 
If you attach the wrong documents to your event, you can delete the 
attachment, and replace it with the correct document.  
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Private Events 
 
Is your event private?  Do you want to share it, but not with everyone?  You 
can control who has access to view your event content.   
 
Starting from the Summary View, locate the Private button to make you 
event private.  Click once, and metacalendar takes you to the screen below.  
Simply click on Private to make your event private.  
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Additional Features Cont’d: Add People 
 
Who is involved in your event?  Is there a contact person for your event?  Is 
there a presenter?  You can share this info through the Add People 
function.  
 
From the Summary View, locate the Add People function just right of the 
date information.  Click once.  
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Add People Cont’d 
 
One click on Add People takes us to the screen below.  In this example, we 
want to add a contact person, named John Doe.   
 
First, we use the Contact Type field to indicate he is a contact person.  
Contact Person happens to be the first type of person listed in the Contact 
Type field, and it is selected (highlighted) by default.   
 
We then move on to first name, last name, and organization.  These first 
four fields are required. 
 
With the required fields in, we move on to phone, fax, email address, and 
salutation. 
 
With all fields filled in, click on Add this Contact if our John Doe is just one 
of the people you are listing as associated with your event.  Click on Done, 
if John Doe is the only person associated with the event.  If you think you 
are done, and you click Done, and then later you want to come back to add 
new people, that is okay too. You will start at Add People and move 
through the steps we just covered.  
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Add People Cont’d 
 
Aside from a contact person, you may also have facilitators, presenters, 
registrars, speakers, or trainers for your event and may want to let people 
know about this through metacalendar.com.   
 
You can add as many people as you like.  In this next example, I have added 
a facilitator.  In the Contact Type field, I scrolled down until I saw 
Facilitator, clicked once on it, and then filled in the remaining fields just like 
we did for John Doe, our contact person.  
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Adding People Cont’d: Store Entries 
 
Do you have a regular trainer or a favorite speaker that you like to work 
with?  Does the same person work as the contact person for all of your 
events?  If so, Stored Entries is the function for you.  
 
Stored Entries saves the information you enter about the people associated 
with your event so you can add these people to other events without the 
need to re-enter their information.  
  
Continuing with our current example, I have already added John Doe as a 
Contact, Sally Sandstone as a Facilitator, Jane Smith as a Speaker, and now 
I am adding Robert Johnson, as another Speaker.   
 
Let us assume that Robert Johnson is a speaker I like to work with.  By 
adding him to my Stored Entries, I save his information, so I don’t need to 
re-enter it for each new event that he is speaking at.   
 
To do so, I go through each of the fields in the Add Contacts function just 
as before, but before I click Add this Contact, I check the box Save to 
stored entries, in the lower left corner, by clicking once in the empty box 
there.  Then, I click Add this Contact.  Robert Johnson is now added to the 
event, and added to my stored entries.  
 

 

 30 



Adding People Cont’d: Using Store Entries 
 
We added Robert Johnson to my Stored Entries.  Now, let us assume I 
have another event that he is speaking at and I want to add him to the new 
event.   
 
This time, I’ll start by going to Add People as I would in any case, but 
instead of typing the Robert Johnson info in again, I’ll Load the info from the 
Stored Entries function, located in the upper right portion of the screen 
below.   
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Adding People Cont’d: Using Store Entries  
 
From the Stored Entries drop down menu, I scroll down to Robert Johnson, 
and click load.  Once loaded, his info populates the fields we need filled, and 
with that, we click on Add this contact to complete the process.  
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Add Organizations: Location 
 
We told potential attendants to your event about the exciting people 
associated with your event.  You shared a compelling event description.  
They know who the contact is.  Now, where is this event?   
 
Answering this takes us into Adding Organizations.  
 
Continuing now with our affordable housing event, and starting once more 
from the Summary View (you start there after logging in) look over to the 
right side of the screen, find Add Organizations, and click once.   
 
(Notice there are currently no organizations listed for this event). 
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Add Organizations: Location Cont’d  
 
One click on Add Organizations takes us to the screen below.  Now we fill 
in the fields as appropriate, just as we did when adding people.   
 
Notice that in Organization Type we have specified Front Range 
Community Center as Location.  We might alternatively specify an 
organization as a sponsor, or co-sponsor.  
 
 
Tip: When specifying a location, be sure to indicate the full address, 
including a room number, suite number, or other full address details to 
ensure that your attendees get to the right place.  
 
 
Click on Add this Organization if there are other organizations associated 
with your event, such as sponsors, or click Done if there is only one 
organization associated with the event. 
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Add Organizations: Sponsors  
 
You can specify sponsors and co-sponsors of your event through the Add 
Organizations function.   
 
 
Tip: Sponsorship may convey a good deal about your event to potential 
attendees: sponsorship might indicate who is involved, who is likely to 
attend, what the likely audience is, the prominence of the event in the 
community, and so on.  If your event is sponsored, make the most of your 
event communications and indicate the sponsors!  
 
 
We’ll add a sponsor now. The only difference between adding a location and 
adding a sponsor is that we scroll down, in Organization type, to Sponsor 
rather than to Location.  We fill in the remaining fields as appropriate.  
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The Visitor, The Consumer, The General Public  
 
So far, we have looked primarily at how you can produce and manage your 
content on metacalendar.  By now, you can see that metacalendar is a 
powerful application, one that can help groups of organizations and people 
collectively store, promote and organize calendar events.  At this point, you 
can also see that with just a little bit of practice you can be a metacalendar 
pro in no time!   
 
So, we turn now to how the public consumes or accesses your content.  To 
start with, let’s look at MetaCalendar.com, beginning on the next page.  
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The Visitors Point of View  
 
We are now at metacalendar.com, looking at the default view, as the public 
would see it.  
 

 
 
As we have discussed previously, the next three months are displayed in the 
center of the page.  Events are clearly highlighted in orange.  Just below the 
three month layout is the current month’s events, stretching out 
chronologically into the future, as we scroll down the page.   
 
One click on any event in the three-month layout brings up the modular 
content window.  This is the same window we saw through Preview, and 
the same window we saw posted on your web page.   
 
Looking at the three-month display now, let’s say the GIS Training Session 
catches my eye.  One click on the corresponding orange cell will take me in 
for a closer look.   
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The Visitors Point of View: Modular Content Window 
 
One click on the corresponding orange cell brings up the modular content 
window, as shown below.  Instantly, I have a useful snapshot of the event.  
From here I can access details about your event, download event 
information, email event content, register for events, pay fees associated 
with the event, and so on.   
 
The links here work as described on the next page. 
 

 
 
 
 
Note: As we have discussed, no matter where potential attendants access 
the modular content window, be it from metacalendar.com, an email you 
send them, your own web page, or elsewhere, the functionality is the same. 
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The Visitors Point of View: Modular Content Window Cont’d 
 
Sponsor: The sponsor here is Geo-Spatial Intel Systems.  In all cases the 
sponsor link will go to the sponsor’s website. 
 
Website: The specified website is the website of the sponsor. 
 
Map It: This utility will automatically generate a map of your event location.  
 
Contact: The contact here is Linus Plane.  Clicking on the contact will always 
take visitors to the email utility where they can email the contact.  
 
Details: Details will take us into a summary of all event details. 
 
Download: This utility enables visitors to download the modular content 
window to their PDA, to Outlook, or any other icalendar enabled device.   
 
Email: This link takes us straight to the email function of metacalendar.com, 
where visitors can email word about events to their associates.   
 
Register: This function enables interested parties to register for your event. 
 
View Attachment: If you attached documents to your event, this utility will 
appear, enabling potential attendees to download, and read, (or otherwise 
process) attachments prior to attending your event.   
 
Buy Now: This function enables potential attendees to pay any fees 
associated with your event.  
 
The sponsor link and the website link are straightforward links to the 
associated pages, which we need not cover further.  However, we will look at 
the remainder of the functions listed here, in order.  
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Map It!  Automatically Generated Map Links 
 
Metacalendar.com includes a mapping utility.  Potential attendees are one 
click away from seeing the location of your event placed on a custom 
generated map, which is printable, savable, and sharable.  
 
For example, let us say you, through one medium or another (web page, 
email, or metaclendar.com) someone spots the GIS Training Session below.  
 

 
 
Now, let us assume that after looking over the details, and calling the 
contact for some extra information they need to see exactly where this event 
is.  One click on Map It will take them there.  We’ll take look now. 
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Map It 
 
From the familiar modular content window, clicking on Map It, brings us to 
Google Maps, and straight to our event. No typing is necessary.  The 
information is preloaded and processed.  Instantly, I see our GIS event, at 
1451 Broadway.  It is that easy.  From here of course, visitors can compute 
driving directions, find nearby hotels, and so on. 
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Contact:  
 
The contact here is Linus Plane.  Clicking on the contact will always take 
visitors to the email utility where they can email the contact.  
 
One click on the contact for this event takes us to the following window, 
where we can email the event contact.  
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Details 
 
From the modular content window, one click on details will bring us to: 
 

 
 
Here the underscored links for people such as speakers, facilitators, 
presenters, or contacts, take us to the preloaded email utility of 
metacalendar, so we can email our intended recipients from there.  The 
location link will take us to the website of the location.  The sponsors link 
will take us to the sponsors web page.  
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Download 
 
The download function is set up so users of icalnder enabled software and 
devices can download event content to their calendar or pda.  For example, 
the download function will enable interested parties to download an event 
straight into their calendar in Microsoft Outlook.   
 
 
 
Insert Download segment here 
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Email 
 
People interested in your event (including yourself) can also email word of 
your event straight from the modular content window.   
 
Click on Email, and you will be taken to the email window as shown below.   
 
As you can see, you can compose your own message here.  The event 
content will be added automatically.  
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Email through Metacalendar: The Message  
 
Your recipient sees the content below in their inbox: 
 
Notice that the message automatically tells the recipient that the message 
came to them through metacalendar.  Next is your text.  Below that is a link 
to your event.  
  
 
Hello! 
 
This message was sent from the The MetaCalendar.com Portal Calendar  
Calendar, online @ http://www.metacalendar.com
 
*****************MESSAGE BELOW**************** 
 
Hi kbot, I thought this event might interest you. 
 
-End User 
 
Click the link to see the event:  
http://www.metacalendar.com/listing.php?single=21
 
*****************MESSAGE ABOVE**************** 
 
This message was composed and sent via the Calendar contact form by 
the individual named above.  The operator of the The MetaCalendar.com 
Portal Calendar is NOT responsible for the content of this message.  
Please report any misuse of this communications facility to 
mike@fatica.net The operator of the The MetaCalendar.com Portal 
Calendar cannot be held liable for any losses incurred as a direct or 
indirect result of the use of this communication facility. 
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Email Through Metacalendar Cont’d: Your Event Link 
 
As we just saw, a link to your event is included with email messages sent 
from metacalendar.   
 
 
Click the link to see the event:  
http://www.metacalendar.com/listing.php?single=21

 
Clicking on the event link we go to: 
 

 
 
It is the modular content window!  The same one we saw on your web page, 
and the same one on metacalendar.com.  No matter where potential 
attendants access your event content, be it from metacalendar.com, an 
email you send them, your own web page, or elsewhere, they get access to 
the same tidy package of event content.   
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 Register  
 
Interested parties can register for your event through metacalender.com.  
One click on register brings us straight into the registration utility.  
 
 
  
For more information on registration, a feature which is customized for each 
user contact your system administrator. 
 
 

 48 



View Files Attached to Your Event 
 
If you attached files to your event, interested parties can view the 
attachments from the modular content window.  
 
Click once on the View Attachment link.   
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View Files Attached to Your Event 
 
Now, when you clcik once on View Attachments, the documents pop up, to 
be viewed or saved.  Here we are opening a demo document in MSWord.  I 
can save the attachment anywhere I like, or simply close the document. 
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Buy Now! 
 
The Buy Now function enables interested parties to pay any fee associated 
with your event through a recognized secure and encrypted payment utility.  
Let’s take a look. 
 
One click on Buy Now takes us to the screen below.  The price is pre-
loaded, and set for one individual.  If more than one person from your 
organization is attending, and you want to pay in one transaction, change 
the quantity as appropriate by typing in the quantity.  When your quantity is 
set to the correct number, click on Go To Payments.  
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Buy Now Cont’d 
 
One click on Go To Payments brings us to the following payment screen.  
Here, we fill in the fields as appropriate and click on Continue to continue. 
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Buy Now Cont’d 
 
The payment utility then brings us to following Billing Details screen.  The 
billing details are available for review.  Click on Continue to continue.  
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Buy Now Cont’d 
 
After reviewing the billing details, our next stop in the payment process is 
the Check Out screen, which displays all of the the payment details.  
 
The Seller for demo purposes is mike@fatica.net.   
 
For your event, your organization, or an organization you specify, will be the 
Seller.  As Seller, your organization, or any organization you specify on 
your behalf, will receive the registration funds paid through this payment 
utility.  
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Secure Payment  
 
At this point in the payment process attendees can access more detailed 
inform about the security of their transactions by clicking on Secure 
Transaction, or Learn More.  There they will be linked to the following short 
explanations of the security of their transactions.  Extended detailed 
information is also available by clicking on the Privacy Policy link at the 
bottom of the page.  
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The Visitors Point of View: More Features Metacalender.com 
 
We have now seen covered the modular content window, and covered the 
many features it contains.   
 
With that aside, we will return now to the metacalendar.com homepage, and 
move onto additional features.  On the left side of the page, we see the 
following features:  
 
Search: Conduct searches of all content on metcalendar.com by parameter.   
 
Login: Specify user name and password, for registered users to use system.  
 
Register: Register to become a metacalendar user 
 
We already know what it means to Log in, we know what it means to 
Register, so we will move on now to Search.  
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Search: 
 
Now, as a visitor, I likely have specific interests and want to be sure I know 
about upcoming events that suit my interests.  So, let us assume that I am 
a visitor looking for events pertaining to consulting, over the next 18 months 
or so.   
 
To search by those terms, I specify the time-period I am interested in using 
standard drop down menus under from and to.  Then, I peruse the 
categories for those that match I am looking for.  I can select more than 
one by holding down my ctrl key and clicking with the mouse.  In this case, 
I’ll be selecting consulting as the evetn category I am searching for. 
 
Now, let us say there is a management association that I belong to, and I 
only want to see their events, or say there are three associations I belong 
to, and I only want to see consulting events they posted.  I can use posted 
by to select only their events.  This function will filter out events posted by 
every one but those I select.  Just as before, (and elsewhere) I can use 
ctrl+mouse to select more than one from the list.  
 
In this example, we’ll assume I am interested on all events in the consulting 
category.  
 
If I new the title, or a portion of it, I could use that information to narrow 
my results.  In this case, I do not.  
 
After choosing search parameters, click submit.   
 
 
Users need not specify every parameter.  Choose as many or as few search 
parameters as you like.  With fewer parameters, your search will return 
more results, but the results will be broader…possibly too broad.  With more 
parameters specified, the results are fewer but more specific…possibly too 
specific, filtering out events you are interested in.  Experiment! 
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Search: Cont’d 
 
The search screen is below.  
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Search: Results 
 
The results are in!  The search returned events that met our parameters. For 
the example here, only one event met the parameters specified.  Search 
results are displayed in chronological order, stretching out into the future.  
From the results shown, I, as a visitor, can go in for more detail, by clicking 
on any of the highlighted terms.   
 
 
Note: Notice that the search function puts wraps events into the same tidy 
package we recognize as the modular content window.  As we have seen, 
depending on your needs, this same tidy package of content is automatically 
and simultaneously published on your own web page, on metacalendar.com, 
and in sites and portals for specialized audiences.  Of course, this content 
can be accessed directly from any Web site.   
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The Visitors Point of View Cont’d: Event Categories 
 
We have discussed the center and the left side of the metacalendar.com 
homepage.  Remaining is the Event Categories function over on the right 
side. 
 
Looking at the listings there, we see some are highlighted and some are not.  
Event categories are highlighted when there is at least one event posted in 
that category.  This is a speedy, intuitive, and effortless way for visitors to 
instantly recognize events they are interested in.  Once click on any event 
category of interest takes us to a list of all events in that category.   
 
Looking down the list there, let’s take a look at fundraising events as an 
example.  
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Event Categories Cont’d 
 
One click on fundraising leads searches and sorts all events, leading us to 
straight to a listing of events in that category, shown below.  Here again, 
events are listed in chronological order, stretching into the future as we 
scroll down the page.  
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Frequently Asked Questions 
 
Can I have the events I enter here appear on my own Web site? 
 
Yes.  This calendar uses RSS Technology to stream events directly to your 
Web site. 
 
Who wrote/owns the event calendar? 
Fatica Consulting  
 
Why is the event start and/or end time incorrect when I import into 
Outlook? 
 
Microsoft has acknowledged an error in certain versions of Outlook when 
working with the iCalendar and vCalendar standards used by this software. 
To address this problem, Microsoft recommends application of the latest 
service pack. For details about this error, and instructions on repair, visit the 
MS Knowledge Base article 258754 at  
http://support.microsoft.com/default.aspx?scid=kb;en-us;258754
 
Can I download an event to my Palm Pilot (or other handheld PDA) 
 
Yes!  Download the event from the calendar listing, and save to your 
desktop calendaring software.  If Palm Desktop software is installed, you can 
then synchronize with your PDA. 
 
How do I delete an event? 
 
When logged in, check the checkbox in the event's upper right-hand corner. 
You may check more than one event if necessary.  Then, click the "Delete 
Selected" button. 
 
I would like my event formatted differently than it was displayed, 
what do I do? 
 
The current formatting rules were designed to cater to as many event types 
as possible.  Contact Fatica Consulting to request new formats. 
 
Most of my data is the same; do I have to re-type it each time? 
 
No! when you enter information about persons or places, check the box at 
the bottom of the form to save the information to your favorites list. Then, 
next time you need the info, select the item from your favorites list and click 
load. 
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I use Netscape 4.x, and cannot access the "download" option. 
 
Due to a bug in how Netscape 4.x handles HTTP headers, this functionality 
cannot be accomodated. To use this function, you must use an HTTP 
compliant browser and calendar software that utilizes the vCalendar or 
iCalendar standards. 
 
What sort of languages & platforms are employed in this software? 
 
The Calendar engine is a PHP application hosted on an Apache Web server 
with a PostgreSQL/MySQL back end.  Supporting technologies include XML, 
RSS, RDA, HTML, Javascript, Sql, Java and Bash shell scripts. 
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Calendar Privacy Policy 
 
 
Our Commitment To Privacy 
 
Your privacy is important to us.  To better protect your privacy we provide 
this notice explaining our online information practices and the choices you 
can make about the way your information is collected and used. To make 
this notice easy to find, we make it available on our homepage and at every 
point where personally identifiable information may be requested.  
 
The Information We Collect:  
 
This notice applies to all information collected or submitted on the Fatica.net 
website.  On some pages, you can order products, make requests, and 
register to receive materials. The types of personal information collected at 
these pages are:  
 
Name  
Address  
Email address  
Phone number  
Credit/Debit Card Information  
 
On some pages, you can submit information about other people. For 
example, if you post an event, you may need to submit a speaker's address. 
In this circumstance, the types of personal information collected are:  
 
Name  
Address  
Phone Number  
 
The Way We Use Information: 
 
We use non-identifying and aggregate information to better design our 
website and to share with advertisers.  For example, we may tell an 
advertiser that X number of individuals visited a certain area on our website, 
or that Y number of men and Z number of women filled out our registration 
form, but we would not disclose anything that could be used to identify 
those individuals.  
 
Finally, we never use or share the personally identifiable information 
provided to us online in ways unrelated to the ones described above without 
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also providing you an opportunity to opt-out or otherwise prohibit such 
unrelated uses.  
Our Commitment To Data Security  
 
To prevent unauthorized access, maintain data accuracy, and ensure the 
correct use of information, we have put in place appropriate physical, 
electronic, and managerial procedures to safeguard and secure the 
information we collect online.  
 
Our Commitment To Children's Privacy: 
 
Protecting the privacy of the very young is especially important.  For that 
reason, we never collect or maintain information at our website from those 
we actually know are under 13, and no part of our website is structured to 
attract anyone under 13.  
 
How You Can Access Or Correct Your Information 
 
You can access all your personally identifiable information that we collect 
online and maintain by contacting us.  We use this procedure to better 
safeguard your information.  
 
You can correct factual errors in your personally identifiable information by 
sending us a request that credibly shows error.  
 
To protect your privacy and security, we will also take reasonable steps to 
verify your identity before granting access or making corrections.  
 
How To Contact Us 
 
Should you have other questions or concerns about these privacy policies, 
please contact us through Fatica.net.   
 
 
 
MetaCalendar Group Event Calendar - Developed by Fatica Consulting
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