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How to Login to 
the BGCV Web 

Calendar 



Start at the homepage, 
scroll to the bottom and 
click on Staff Calendar 

http://www.bgcvaldosta.org/calendar.aspx


This is the Staff 
Calendar Login page. 

 
Login using your 
username and 

password. 



How to 
Change your 

password 



Once Logged in, click on 
My Dashboard 



Select 
Update Account 



Enter your Current 
Password in the 

first box. 
 

Enter a new 
password in the 

next 2 boxes 

Click Change 
Password to 

save your new 
password 



Navigating 
the Calendar 

Controls 



Hover the mouse over an 
event to view its details. 

You may click on the event 
date to view the details as 

well. 



Hover over the 
event label will 

display the event 
details. 

Click on the date to change to 
the Day view 

Click the here to go 
to the next month 

Click here to go to 
the previous month 



This is the view of a user 
who CANNOT make 

changes to the calendar 

Click Back To Calendar to go 
back to the Month View 



How to Add, 
Edit or Delete 

an Event 



This user CAN make 
changes to existing 

events. Notice the Edit 
and Del options. 

 
Edit will allow you to 

change an event 
 

Del will Delete the event 

The items in this box 
WILL NOT BE USED 

Version History 
is failsafe in case 

unwanted 
changes are 

made 

Edit an Event 



New Event 
Select New Event to create an 

event 

Enter a Subject 
(Event name) and 

the Location 

Select the Start and End 
Date & Times 

Notes are optional 

Click Save once Finished 

The items in this box 
WILL NOT BE USED 

URL is optional 



Recurring Event 
Select New Recurrence to 

create an event 

Enter a Subject 
(Event name) and 

the Location 

Select the Start and 
End Times, Type of 

Recurrence, and 
Date Range 

Notes are optional 
Click Save once Finished 

The items in this box 
WILL NOT BE USED 

URL is optional 
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