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Calendar events can be managed via dashboard.  Note that you must have editior roll 
or higher to manage calendar events.  Once logged in, you will have access to the
website dashboard.  Note the calendar plug-in options.  

DASHBOARD
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Select “Events” to view current calendar events.  Note how events are titled. Consistency 
allows user to search for name to view list of all events for a category.

NG meetings:  
“NG – Woodland Sews”
“NG – Northwest”
“NG – Rose-Rich”
“NG – Inside the Loop”
“Ng – Seams Possible”
“NG – Wild Women”
“NG – Sew Fitting”
“NG - Stitch 2 Fit”
“NG – You Sew Girl”
“NG – Stitch N Friends”

Stash Workday:
“Storage Work Day”

DASHBOARD: Calendar / Events
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See empty calendar event record.

DASHBOARD: Calendar / Add Event
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Select Add Event to add a calendar event.   However, it may be easier to copy an event in 
order to add a similar event such as NG meetings.   The only changes would be the date 
and meeting notes. 

Select NG event and select “copy”.

Add Event or copy existing record
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Note issues:
1) Repeated dates
2) Some events tagged 
in error  as “NG –
Northwest”
3) Missing
“NG_RoseRich” tag.

Solution:
Review 10/10/25
dates to find the 
correct one and delete 
the rest.  This will also 
delete the events with 
the erroneous “NG –
Northwest” tag.  
Add correct tag
“NG_RoseRich” to
correct event.

Review existing record. Search by title
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EXAMPLE:  Review first “NG – Rose Rich” event for 10/10/25.   
Note the unique ID of 399.  Select the title to open for edits.

Event Description is where 
event details are provided.  
Notes here can include 
detailed project descriptions 
including links to pdf 
documents and a list of 
supplies.  Project completed 
images are encouraged.  These 
notes can be viewed when 
READ MORE is selected on the 
calendar event.  

Excerpt is what is displayed 
when event is opened.  This is 
also what is displayed on the 
upcoming events calendar 
listing. 

Review existing record 399
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Open calendar event and select 
Read more to see Event 
Description notes.

Sample Upcoming List.  Note that 
the calendar Excerpt note is listed
here.

Review existing record 399
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Select Category tags. Note that all NG meeting need the 
“Neighborhood Group Mtg” tag to be included on the NG –
Neighborhood Details Group Details page upcoming events list.
NOTE this is a “NG_RoseRich” event but has an erroneous 
assignment of “NG_Northwest”.

Date and Time details are set here.

Review existing record 399
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The meeting host is selected here.  Note the names in the dropdown 
list. This is a list of users, meaning that they all have website accounts.
As an example, I needed to create an account for Terry West in order to
list her as host for the Inside the Loop meetings as she is the new NG 
leader.

Note the location list dropdown.  The map comes from the location 
information.

Review existing record 399
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Additional calendar options include, Accessibility details which 
have not been pursued.  
There is also Registration Settings are available to provide 
access to online registration with instructions.

Be sure to Update after 
making changes.

Review existing record 399
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Review another calendar record …..
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EXAMPLE:  Review second “NG – Rose Rich” event for 10/10/25.   Note 
the unique ID of 398.  Select the title to open for edits.

Review existing record 398

Note that the Event 
Description and Excerpt 
is the same records 398 
and 399.
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Select Category tags. Note that all NG meeting need the 
“Neighborhood Group Mtg” tag to be included on the NG –
Neighborhood Details Group Details page upcoming events list.
NOTE this is a “NG_RoseRich” event but has an erroneous 
assignment of “NG_Northwest”.

Date and Time details are set here.

Review existing record 398

Note that the Category 
assignments ande the 
Date and Time selectios
are the same records 
398 and 399.
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Event details are the same for ID 399 and 398. Review existing record 398
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Review another calendar record …..
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EXAMPLE:  Review third “NG – Rose Rich” event for 10/10/25.   Note 
the unique ID of 321.  Select the title to open for edits. Review existing record 321

Note that the Event 
Description is the same 
as 399 and 398 but the 
Excerpt is unique 
between the three 
records, 399, 398 and 
321.
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Select Category tags. Note that all NG meeting need the 
“Neighborhood Group Mtg” tag to be included on the NG –
Neighborhood Details Group Details page upcoming events list.
NOTE this is a “NG_RoseRich” event has been properly assigned 
here.

Date and Time details are set here.

Review existing record 321

Note that the Category 
assignments are correct 
for this NG_RoseRich
event.
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Event details are the same for ID 399, 398 and 321. Review existing record 321
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DASHBOARD: Calendar / Locations
Note that onetime 
locations are sometimes 
added.
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DASHBOARD: Calendar / Locations

An issue with Location is that it is easy to add the same location more than once.  Care must be taken not to 
delete a location that is assigned to a current event.  A trick to “debug” the name assignments is the temporarily 
add a number to the name, making the titles unique and check their postings on future calendar events.

In the case of Allbrands, 
the store moved from 
Nasa Pkwy to Egret Bay 
Blvd. and was added 
four times with the new 
address.
The duplicate names 
should be deleted.
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DASHBOARD: Calendar / Locations

Note that Mitchell Library is listed 
twice and should be audited.

Record ID 88
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DASHBOARD: Calendar / Locations

When selecting the address, a list of results 
to choose from is displayed.  The address 
must be listed (identified) in order for 
Google to display the location on the maps.

Select “Map” 
on calendar 
event to see 
details google 
map display.
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DASHBOARD: Calendar / Categories

Categories can be 
color-coded for 
better calendar 
display.
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DASHBOARD: Calendar / Shortcodes

This page has the logic used to create the 
coding to generate calendars.  The coding is 
input as a Shortcode widget on webpages.
For practical use, the Shortcodes are generated 
for one Category and the coding is copied with 
updated Category codes.
The logic for a calendar for all NGs is unique, 
the results of which is shown on a later slide.
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DASHBOARD: Calendar / Shortcodes

Main calendar Shortcodes for Category #10. 

Shortcode for small calendar:
[my_calendar category="10" above="none" below="none" 
format="mini" time="month" months="1"]

Shortcode for full calendar for NG – Inside the Loop: 
[my_calendar category="10" format="calendar" time="month" 
above="nav,toggle,jump,print,timeframe" below="key,feeds" 
months="12"]

Jleuterman 26



DASHBOARD: Calendar / Shortcodes

Upcoming calendar  Shortcode for individual NGs and for all 
NG as displayed o the Neighborhood Goup details page.

Shortcode for upcoming meetings listing for Woodlands Sews:
[my_calendar_upcoming category="22" type="event" order="asc" 
template="9fc9dc3b207e5380f0308e5398794f4d" weekends="false"]

Shortcode for upcoming meetings for ALL NG Categories:
[my_calendar_upcoming type="event" order="asc" 
template="9fc9dc3b207e5380f0308e5398794f4d" weekends="false"]
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DASHBOARD: Calendar / Shortcodes

Coding to select displayed items:

Shortcode for upcoming meetings listing 
for Woodlands Sews:
[my_calendar_upcoming category="22" 
type="event" order="asc" 
template="9fc9dc3b207e5380f0308e5398794f4d" 
weekends="false"]

Shortcode for upcoming meetings for ALL NG Categories:
[my_calendar_upcoming type="event" order="asc" 
template="9fc9dc3b207e5380f0308e5398794f4d" weekends="false"]

NOTE custom link developed for data displayed. 
Logic under “custom template”.
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DASHBOARD: Calendar / Shortcodes

Today’s calendar Shortcode for Calendar #10.

This calendar style is not currently
being used for the ASG Houston
website.
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ASGHouston.org website has calendars are various pages.

DASHBOARD: Calendar / Shortcodes

Shortcode for full Chapter Calendar:
[my_calendar format="calendar" time="month" category= 
"2,7,8,9,10,11,12,13,15,17,18,22,23,25,26,27,28,29" 
above="nav,toggle,jump,print,timeframe" below="key,feeds" 
months="1"]
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DASHBOARD: Calendar / Shortcodes

The Neighborhood Details page 
has three incidents of calendar.
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DASHBOARD: Calendar / Shortcodes

Each NG has their own 
webpage that lists their 
own calendar.
Find the NG from the 
dropdown.
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DASHBOARD: Pages / Shortcodes

Open the page to capture the webpage name.  Find the webpage by 
searching on name. 

Select page and Edit with Elementor.
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DASHBOARD: Pages / Shortcodes

Shortcode for small calendar:
[my_calendar category="10" above="none" below="none" 
format="mini" time="month" months="1"]

Shortcode for upcoming meetings listing: 
[my_calendar_upcoming category="10" type="event" 
order="asc" 
template="9fc9dc3b207e5380f0308e5398794f4d" 
weekends="false"]

Note that the NG-Inside the Loop 
has Category #10.
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DASHBOARD: Pages / Shortcodes

Note that the NG-Inside the Loop 
has Category #10.

Shortcode for full calendar for NG – Inside the Loop: 
[my_calendar category="10" format="calendar" time="month" 
above="nav,toggle,jump,print,timeframe" below="key,feeds" 
months="12"]
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DASHBOARD: Calendar / Shortcodes

Note that the NG-Inside the Loop has Category #11 but 
is not currently active

Note that the NG-Northwest Neighborhood Group  hs Category #4.

Note that the NG-Nseams Possible has  Category #13.

Note that the NG-Woodlands Sews has  Category #22.

Note that the NG-Northwest Stitch’n Friends has Category #15.

Note that the NG-Sew Fitting has  Category #9.

Note that the NG-Rose-Rich SewN-Sews has Category #17.

Note that the NG-Wild Woman Stitchers has Category #7.

Note that the NG-Stitch-2-Fit has Category #25.

Note that the NG-You Sew Girl has Category #8.
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Shortcode for small calendar:
[my_calendar category=“22" above="none" below="none" 
format="mini" time="month" months="1"]

Shortcode for upcoming meetings listing: 
[my_calendar_upcoming category=“22" type="event" 
order="asc" 
template="9fc9dc3b207e5380f0308e5398794f4d" 
weekends="false"]

Shortcode for full calendar for NG – Inside the Loop: 
[my_calendar category=“22" format="calendar" time="month" 
above="nav,toggle,jump,print,timeframe" below="key,feeds" 
months="12"]

DASHBOARD: Pages / Shortcodes

Example Shortcode assignments for each NG.
Modify calendar Shortcodes for Woodlands Sews based on Category #22.
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