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Brief overview of the Dorset Sustainable Events Cal endar 
 
Aim of Calendar 
 
The aim of the Calendar is to provide a single sharable calendar for organisations and 
community groups in Dorset to share events / activities / courses etc… which are in 
some way related to an area of Sustainability or Climate Change. 
 
Examples can be found on the Calendar! 
 
Examples of organisations and community groups with these aims can be found at; 
www.da21.org.uk/sustainable - Directory of Sustainability Organisations in Dorset 
www.da21.org.uk/ccsl - List of community groups (not complete) in Dorset 
 
These lists are not exhaustive and you do not have to be on them to be able to use 
the calendar. 
 
Why a Calendar?  
 
There are many events happening in Dorset, so many that the DA21 office is having 
trouble keeping track of them! Which is frustrating as there is so much exciting stuff 
going on… 
 
Additionally in our evaluation of our community work and in talking to sustainability 
organisations in the County an online shared calendar of events was mentioned often 
as a good way to collaborate and share information. 
 
Therefore we have created one! 
 
Why a Google Calendar?  
 
Google Calendars have lots of features, notably however there ‘share ability’ 

·  The calendar can be placed onto any website 
·  The calendar can be shared with any number of users who can add there own 

events without central control 
·  The events can be imported into other calendars and other really useful things. 

 
Contact Details for Calendar inquires 
 
Paul McIntosh 
DA21 
01305 213721 
paul@da21.org.uk 
 
 



DA21 – Sustainable Events Calendar - 10/07/2008 
 
www.da21.org.uk/events 
 

How do I go about adding events then? 
 

1. You need a Google Account if you do not have one already. 
 
 
To setup up a Google Account go to www.google.co.uk and click on Sign In on the 
top right hand side of the screen 

 
 
If you already have a Google Account then enter your details otherwise click on 
Create a new Account, and create one!  
 
 

 
 
 
 

2. When you have a Google Account then contact the DA21 office on 01305 
213721, or email paul@da21.org.uk . We will then use your account details to 
enable you to use the Sustainable Events Calendar. 
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3. When we have activated your account, now log in, and go to back to  

www.google.co.uk again and by clicking the arrow next to more on the top left 
hand tab, select ‘calendar’ 
 
 

4. You will now enter the Calendar Screen and you should see the Dorset Sustainable 
Events Calendar as shown below. 
 
 
 
 

  
 

4.  

These tabs can change the way that 
the event information is displayed 

Event information is displayed in this 
main screen This displays the calendars you are subscribed to;  

you are assigned a personal one automatically 
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5. To add an event to the Calendar… there are many ways.. however the simplest 

is to click on the Tab next to the Calendar you wish to add an event to.. (in this 
case the Dorset Sustainable Events)… from the menu select ‘Create event on 
this Calendar’ 
 

 

 
 
6. Below the screen to add an event, suggestions for what to enter into each field 

are displayed below. 
 

 
 

Make sure this is selected for Dorset 
Sustainable Events Calendar 

You can select an all-day event by 
checking this tab and entering the dates, or 
enter specific times 
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Fields: 
Please enter the following information into the fields, it will help the calendar display 
events clearly to those who are browsing it, and provides some structure as many 
people will be entering events. 
 
What  > Enter the Title of the event, the town it is taking place or near, and the 
organisation name or acronym.  
 
When > Google can accommodate week long / one day / or specific times as when so 
adjust as you see fit. 
 
Where > Enter the location. This can be specific, if you set the address out, separated 
by commas and a postcode, then Google can generate a map of where the event is 
easier for people browsing the calendar. 
 
Calendar  > Make sure this is selected as the Dorset Sustainable Events Calendar, if 
you have many Calendars (like DA21!) this is important so that it appears on the right 
one. 
 
Description  > Please add; 
Brief Organisational details (i.e. website, aim etc…) 
Contact person 
Payment / Details of course / visit etc…. 
 
This is only a guide, but you get the idea… 
 
Once you have added the details of the event, click save to continue. 
 

 
 
Your event will now be entered into the calendar, and displayed on the DA21 website. 
 
The calendar is also searchable by members of the public on Google…. so there are 
plenty of ways your event may be found. 
 
 
 
PM July 2008 
 
 


