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Easy as 1,2,3

Building a calendar is a multi-part process:
1. ITMD creates your Data Node under the City Events section of 

the Navigation Tree.*

2. You will add your events to your Data Node using the 
instructions following this slide.

3. ITMD adds a Data List Block to your page to display the 
events on a Slider or List Calendar. *

* Use Service Desk Plus to request a Data Node and a Data List.

https://mkesdp.milwaukee.gov
https://mkesdp.milwaukee.gov


Add a New Event

City Events Calendar



Data Nodes are where you create events and 
input details (date, time, location, etc.) that 
need to appear on our website calendars.

Event Management

Data Nodes

NEW! Search Crumbs

To collapse a Parent Node
Click the Collapse 
Icon(triangle "pointing" 
down)

To expand a Parent Node
Click the Expand Icon
(triangle "pointing" right)



1 Find and select your 
Event node

2 Click the Create button on the App 

Ribbon

3 Select Data Item

4 Type the Event Name

5 Click Done

Add a New Event

1



1 Find and select your Calendar node

2 Click the Create button on 

the App Ribbon

3 Select Data Item

4 Type the Event Name

5 Click Done

Add a New Event
2



Add a New Event

1 Find and select your Calendar node

2 Click the Create button on the App 

Ribbon

3 Select Data Item as the 

Content Type

4 Type the Event Name

5 Click Done

3



4

Add a New Event

1 Find and select your Calendar node

2 Click the Create button on the App 

Ribbon

3 Select Data Item

4 Type the Event Name

5 Click Done



Add a New Event

5

1 Find and select your Calendar node

2 Click the Create button on the App 

Ribbon

3 Select Data Item

4 Type the Event Name

5 Click Done



Success! The new event is added to the site.

Add a New Event



Event Details

Calendar of Events



Event Details

Double-click the Event Name to begin

1 Confirm Event Name

2 OPTIONAL: Link event-related 

files for attendees

3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information



Event Details

1 Confirm Event Name

2 OPTIONAL: Link event-related 

files for attendees

3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information

1



Event Details

2a

2a Click Edit to open the Link Editor

1 Confirm Event Name

2 OPTIONAL: Link event-related files for attendees
3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information



1 Confirm Event Name

2 OPTIONAL: Link event-related files for attendees
3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information

Event Details

2b Click Browse to open the Content Explorer

2b



1 Confirm Event Name

2 OPTIONAL: Link event-related files for attendees
3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information

Event Details

2c Find and select your file, then click Done

2c



1 Confirm Event Name

2 OPTIONAL: Link event-related file(s) for attendees
3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information

Event Details

2d Input your Linked Text, check “Open in new 

window”; then click Done

2d



1 Confirm Event Name

2 OPTIONAL: Link event-related file(s) for attendees
3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information

Event Details

2e Confirm the link to the correct file has been added. 

As needed, repeat the steps to link additional files, 

NOTE:
“yes” will be 
indicated in the 
first column 
when “Open in 
new window” is 
checked.

“no” will appear 
if “Open in new 
window” is 
unchecked.



Event Details

1 Confirm Event Name

2 OPTIONAL: Link event-related 

files for attendees

3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information

3a



3b Click Edit

Event Details

1 Confirm Event Name

2 OPTIONAL: Link event-related files for 

attendees

3 Dates
a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information

3b



Event Details

1 Confirm Event Name

2 OPTIONAL: Link event-related 

files for attendees

3 Dates
a. Start Date

b. OPTIONAL: Edit 

Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information

3b

3b Enter recurrence 

details, then click 

Done



Event Details

1 Confirm Event Name

2 OPTIONAL: Link event-related 

files for attendees

3 Dates
a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information

3c



Event Details

1 Confirm Event Name

2 OPTIONAL: Link event-related files for 

attendees

3 Dates
a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event
4 Location Name (and address)

5 Description

6 Contact Information

3d



1 Confirm Event Name

2 OPTIONAL: Link event-related files for 

attendees

3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 Contact Information

Event Details

4

Type the location name and address on one line. 
Use commas to separate the street, zip code, etc.

DO NOT USE!

DO NOT USE!

DO NOT USE!



1 Confirm Event Name

2 OPTIONAL: Link event-related 

files for attendees

3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description
6 Contact Information

Event Details

NOTE: The description that you add here will appear on the event’s “Detail” page.



Event Details

5a

1 Confirm Event Name

2 OPTIONAL: Link event-related 

files for attendees

3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description
6 Contact Information

5a Click the Description field to open the Freeform editor



Event Details

1 Confirm Event Name

2 OPTIONAL: Link event-related 

files for attendees

3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description
6 Contact Information

5b Input and format a brief description of your event.

Click Done, when finished
5b



Event Details

1 Confirm Event Name

2 OPTIONAL: Link event-related 

files for attendees

3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description
6 Contact Information

5c Confirm your description



Event Details – Contact Information (Optional)

6

1 Confirm Event Name

2 OPTIONAL: Link event-related files for attendees

3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 OPTIONAL: Contact Information

DO NOT USE!

DO NOT USE!



Event Details – Contact Information (Optional)

6

1 Confirm Event Name

2 OPTIONAL: Link event-related files for attendees

3 Dates

a. Start Date

b. OPTIONAL: Edit Recurrence

c. End Date

d. OPTIONAL: All Day Event

4 Location Name (and address)

5 Description

6 OPTIONAL: Contact Information

NOTE: Use links when adding an email 

address and phone number.



Event Details – Save or Publish

Save or Publish 
the event



Success! The new event is added to the site.

Add an Event to a calendar



Success! The new event is added to the site.

Add an Event to a calendar

Slider 

Calendar 

Example

List Calendar 

Example



Success! The new event is added to the site.

View Event Detail 

Event 

Details



Edit an Event

City Events Calendar



Edit Event Details

Find your event and double-click 

the Event Name to begin

Complete the steps below as 

needed to update your event details

1 Confirm Event Name

2 OPTIONAL: Link event-related files for 

attendees

3 Dates

4 Location Name (and address)

5 Description

6 Contact Information



Event Details – Save or Publish

Save or Publish 
the event
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