INSTRUCTIONS FOR CROWS GOOGLE CALENDAR

The following pages explain how you view the calendar and how you open a work party window and make and save changes.
We send out monthly reminders, but you can add your name on any dates you know you are going to be out, as far ahead as you like. If you want to be down as a default on a particular day, email Rich.
You can always delete yourself later (it goes without saying that if you have to drop out at the very last minute, please contact the work party leader).

Any problems or variations, contact Rich (phone or email) 
Viewing and editing the calendar
You can choose weekly or monthly View (Monthly is shown here which is usually the most useful)
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Just looking

To just view a work party, maybe to see what is happening when you are next due out, left click on the work party you want look at and a window like this comes up. When you have finished, close the window with x on top right or use the back button.
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Adding or taking off your name for a work party
If you want to edit the calendar, you click on the relevant work party and select the edit pencil on the work party window shown above (a shortcut is to double click from the main calendar to jump to the edit mode).
The editing page looks something like this……
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Scroll down to the list of names and add or delete yours.

When you have made the change, make sure you click on the “Save” button. 

IMPORTANT NOTE When saving, you usually get a dialogue box which asks you whether you want to save your change on one event or all – ALWAYS click on “one event”.
If you need to cancel or add your name at the very last minute, send a text the work party leader.

EDITING OTHER INFO ABOUT A WORK PARTY 

This is for when you have been around a bit and are overseeing a work party.
This might be the location, the meeting place, the leader or the work

Location – replace WORK PARTY at the top, above the date with the location (capitalised). This helps people to scan to find the next free work party. 

If you can only use some of the people down to come out, so there might be other locations, add & ?? at the end. 
Meeting point – only add somewhere when it saves people time schlepping over to Mytholmroyd, only to find they have to go back to where they live.

Leader – add your name. If there will be more than one location add 1. to your name, then 2 on next line.
Work – add a very brief description. Again, if there will be more than one location add 1. to your description and add the number of people needed. Also add 2 on next line.
NOTE when adding extra work, make sure you are not undermining existing planned work by leaving fewer people than are needed or people without the necessary skills. If in doubt, check with the leader of the other work.
