How to Schedule an Art Appreciation Lessons on the Master Calendar

The yahoo calendar is very user friendly and simple to use.  Here’s a step-by-step guide to getting your lesson scheduled:

1. 
Go to http://calendar.yahoo.com/pta_art_haycock
2. 
Click on Sign In

 
Yahoo ID – pta_art_haycock

  
Password – volunteer

3. 
Go to the date you wish to schedule by clicking on the yellow arrows. 

If there is not a conflict, go ahead and schedule the lesson, other wise pick an alternate date.  

4. 
Click on ADD EVENT 

   
Fill in the requested information.

Title – “Art Appreciation, teacher name”  (put the teacher’s name in the title)

Event Type – “appointment”

Date – the date you wish to schedule

Time – the time you wish to schedule

 
Duration – the amount of time the lesson will last, usually 1 or 1 ½ hours  

Click on SAVE

5. You may want to go to your date on the calendar to verify the information is correct.    

6.  Once you schedule on-line (or if you have problems with scheduling) please send an e-mail to Ilona Iosso at iiosso@yahoo.com that says “just scheduled for x date and time.”  That way we can keep tabs on the calendar to ensure that there is no unintended overwriting or technical snafus.

