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Calendars 

Target Audience 

• Administration Staff 

Content 

Within this course staff will learn how to: 

• Create a calendar 

• Edit a calendar event 

Overview 

Staff will learn how to create a calendar. 

Creating a Calendar 

The following procedure is to teach office staff how to create a calendar. 

1. To access the Calendars Module, select the waffle icon  in the top left-hand 
corner of the Sentral Dashboard. 

2. Select Calendars from the Scheduling Group. 

 

The Calendar for the current Term displays. The view can be altered to day, week, 

month and term . 
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3. On the left-hand side of screen select +  to create a new 
calendar. 

The Add Calendar screen displays. 

 

4. Calendar Name: type in the calendar name you are creating. 

5. Copy from calendar: if you wish to copy from another calendar tick this option.  A 
drop-down menu will display listing the calendar to select. 

 

6. Organise bookings by: select the format to organise bookings from the drop-down 
list. 

 

7. Select the green Save button. 

8. Assign the calendar created a colour by clicking on the  icon next to the calendar 
name and select the appropriate colour from drop down list. 
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The calendar is now displayed. 

 

Create a Calendar Event 

The following procedure is to teach office staff how to create a calendar event. 

1. To access the Calendar Module, select the waffle icon   in the top left-hand 
corner of the Sentral Dashboard. 

2. Select Calendars from the Scheduling Group. 

 

3. Select the correct calendar you wish to create an event for on the left-hand side of 

screen. 

4. To create an event, select the date for the event. 
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The Add Event screen displays. 

 

5. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your 
input. 

6. If Recurring box is ticked, the event will have a start and end date and frequency of 
this event.  

7. Select the green Save button. 

The calendar will be displayed with the event listed. 

 

Edit a Calendar Event 

The following procedure is to teach office staff how to edit a calendar event that has been 
created. 

1. To access the Calendar Module, select the waffle icon  in the top left-hand 

corner of the Sentral Dashboard. 

2. Select Calendars from the Scheduling Group. 
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3. Select the calendar on the left-hand side of the screen. 

4. Click on the hyperlink in the event (you wish to edit or delete) to open the Edit Event 

dialogue box. 

 

5. To edit, make the necessary changes in the relevant fields and select the Save button. 

Calendar Subscriptions 

Subscriptions allow you to view the events of one or more calendars inside your 
main/default calendar.  

Note: You will not be able to edit any events from subscribed calendars within your 
default calendar. 

Your default calendar will show a mixture of events on screen in different colours.  
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Turn the subscribed calendars on and off by clicking the panels on the left-hand menu.  
(Off is greyed out, On is highlighted).  

Note: This does not stop the subscription, it removes the data from the screen. 

For this example, we will turn off Absent Staff. 

1. Go to Subscribed Calendars, section on the left-hand menu. 

Note: how only one calendar is greyed out (Holidays is Off).  

 

This now displays on the main section as below: 

  

Before      After 

 

Un-Subscribe from a Calendar 

1. To un-subscribe from a calendar, click on the in the 
Subscribed Calendars menu on the left-hand side of screen. 

The screen displays the Preferences section. 

2. Un-tick the calendar/s you wish to unsubscribe to. 

3. Click on the green Save button. 

The screen refreshes and the calendar/s disappear from the Subscribed Calendars list. 
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Publish Calendar to Portal 

Sentral has its own calendar system, which shares information across modules, and can 
be viewed by Students and Parents in the portal. 

Allowing a calendar to be viewed in the portal is a two-step process. 

Step 1 - Sentral Calendars 

There are permission settings per Calendar which can be found by accessing the 
Calendar and clicking on Preferences (top right) - you will have the following for Edit and 
View Privileges:  

• Private: Only users set in the access controls of this calendar. 

• Shared: Only Sentral Logged in Users (Staff). 

• Open: Anyone who has the URL for the Calendar (both Staff, Parents and 
Students). 

 

There are display options for the Teacher Dashboard and the Student Dashboard. The 
Staff Dashboard option is the Calendar displayed if using the Calendar Dashboard 
Widget for display.  

The Student Dashboard feature is not related to the Portal, so can be disregarded. So 
long as Staff Calendars are set to only allow access for either Private or Shared access 
pertaining to BOTH Edit and View, then only Staff will be able to modify/view entries on 
that calendar. 

 

Step 2 - Student and Parent Portal 

For Parents and/or Student users to access a calendar, the following needs to be setup:  

You need to ensure that the Calendar has View Privileges set to Open: Anyone.   

a) To set: 

• Access Calendar Module. 

• Open up Calendar you wish to share in the Portal. 

• Click on Preferences (top right). 

• View Privileges: select 'Open: Anyone'. 

• Save at the bottom. 

b) To link to Portal: 

• Portal Console > Setup Portal Console. 

• Settings. – Mange Portal Settings. 

• Portal Calendar – select the calendar that will be displayed for portal users. 

• Save.  

 

Once you have done above, the calendar will be accessible via drop-down on the 
applicable Student and/or Parent Dashboards applied.  
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How to show Calendar on Dashboard 

Sentral can display a selected calendar to the dashboard. 

1. Select School Dashboard > Customise School Dashboard. 

The layout screen displays. 

 

As the Dashboard consists of three columns, decide where you would like the calendar to 
display. 

2. Click on the Add a widget and select the calendar you wish to display. 

 

3. Click on the Add  button. 

The Calendar will display. 
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4. Click on the Pencil icon  in the centre of the screen. 

5. Select the Calendar to display. 

 

6. Select the Calendar View. 

7. Tick if you wish to only show future events in agenda. 

8. Click on the Save  button. 

9. Click back on the school name and the calendar will display. 

10. Click on Open Calendar top ride side of calendar to open the 
Calendar. 

 

Glossary of Terms   

Sentral software contains many drop-down lists and areas to add detail relevant to data 
entry for calendars. The list below provides further information on data entry fields. Each 
school can configure various elements and add to the list of data entry fields, so this is a 
default list of glossaries of terms. 

Item Description Type     

Note additional details for the 
event 

Text field 

Show Recess Period Show the recess period 
in calendar 

tick box 

Show Lunch Period Show the lunch period 
in calendar 

tick box 

Week Start Day on which to start 
the week 

Drop Down 

Start/End Period First/Last period in the 
day 

Drop Down 

View Privileges  Set who can view this 
calendar 

Drop Down 

Max items per day Maximum items to show 
for each day in month / 
term view 

Drop Down 
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