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Digital signage calendars condense necessary information your viewers need for events into dynamic,
eye-catching, live bulletin boards. Once you begin entering events and schedules, you can automate
scrolling features and customize branding details to fit your needs. Of course, any previously built
calendars in third-party software such as Google Calendar or SharePoint can be integrated as well!

This tutorial will give you the basics on how to create, group, and edit calendars within your REACH
CMS. For more information, visit our resource page for more tips and guides!

CALENDAR OVERVIEW

Below you will see the calendar landing page. Here, you can view all the calendars you have created,
as well as create new ones or access calendar details.
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If you look to the top-right, you can see you can also change the calendar view to view events by
month, week, or by day. The list view will give you a list of all upcoming events. When you have events
filled in, your calendar should look similar to the one below.
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Notice how if there are multiple events in a single day, a number appears. In this case, you can see a
+10, +11, +12, etc. indicator near the bottom of each cell. That tells you there are that many additional
events taking place that day! Clicking it will bring up a small scrolling menu for you to view and make
changes to those additional events.

GCREATING A CALENDAR

To create a calendar, click the blue "Create" button and select "New Calendar." From there, you will see
the following menu.
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From here, you can name your calendar, select the appropriate time zone, and choose your template.
Unless you are an ice rink or other sporting arena, we recommend using the default template. This
affects certain metadata on the backend of our software, and default use is the easiest option for
most clients. We also recommend choosing a color so you can differentiate which events are
assigned to which calendar.

Once you click "Create," your calendar will appear within the main calendar menu. Now, it's time to fill
it with events!

After you have a calendar created, you must add events so your calendar actually has content to
display. There are multiple ways you can add events to your calendar, and each one serves a different
purpose within your workflow.



The first method is to click the "Create" button again and then select "New Event." From here, you will
be able to edit a wide variety of options that will determine the parameters of the event. You can select
start and end dates, if the event repeats or not, if it repeats daily, weekly, monthly, or yearly, if it lasts
all day, etc. Location and description fields are also available to give viewers further details, but are
entirely optional.
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The next is to create it within the calendar itself. If you click into the date you wish you add an event to,
a mini pop-up will appear that will allow you to quickly add the essential details for an event. These
events are ones that will simply have a start and end time, but if you would like to add more details,
clicking the "More Options" button will bring you to the expanded options menu detailed above.
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CALENDAR GROUPS

If you have multiple calendars, for example, a fitness club or gym hosting multiple classes, grouping
calendars together helps you organize your signage based on shared characteristics that can help you
strategically place content. For instance, say a gym is hosting many classes, but only free weight
classes will be hosted in Studio B. You'll want to group all of those classes under a "Studio B" group so
you can easily find and display those schedules outside the Studio B room.

To get started, click the "Create" button and then select "New Group." From there, you can name your
calendar as well as choose which calendars you want to fall under this group.
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Lastly, if you need to edit any details for a calendar or any groups you've created, simply click the gear
icon and you will be able to make those changes!



