
Norfolkct.org: Managing recurring events

When you create a new recurring event what you are really doing is creating a
series of single events that all share the same characteristics. The recurring
event is just a shortcut to create a series of events. Each of the single events in
the series can then be modified separately. For instance, you can attach different
minutes to each of the single meetings in a recurring event. Once you use the
recurring event feature to create the events, you should only modify the single
events. For example, you would never attach minutes to the recurring event
itself.

The Town of Norfolk uses recurring events for municipal meetings that occur on a
regular pattern, say, the first Tuesday of every month from 6-7 PM at Town Hall.
Using the recurring events tool, we can make a year’s worth of municipal events
in December or January, and then edit those events as needed throughout the
year.

Here’s how to do it.

Choose Recurring Events from the Events dropdown



This will show you all of the recurring events and their locations,
recurrence patterns and so on.

Click Add Recurring Event

Add Event information including the name of the recurring event (for admin
purposes only), then add the recurring pattern here:



When it comes to adding the location please CHOOSE the location after
typing the first few letters. Please don’t add a new location. If you need to
do that, please ask for support. You can see in this email that there are
multiple versions of the location, Town Hall in the menu, and that’s what we
are trying to avoid. As of now there is only one Town Hall location

Be sure to choose the correct category in the right column. This will make
the event show on the website



Then click Publish to create all of the single events:

One thing to be careful of - please do not set an expiration date on a
recurring event. Municipal meetings need to stay on the site for a period of
time. They should be unpublished, deleted or moved to draft mode
manually, after that time has passed.

That's it!


