
  Tut or i a l  c rea t ed on  13 / 05 / 2 013  

The agenda 

 

This tutorial explains how to add events to the ‘Agenda’ page and edit 

them. 

 
Management > Agenda 

 

A user is a person managing the EConsort application. 

An applicant is an applying student. 

A student is an applicant who has been admitted. 

 
Printscreens in this tutorial are centered and indicated by a box . 

 

Watch the corresponding video tutorial online by clicking the ‘Play’ icon. 

 

▼ You can find a timeline at the top of the page, giving you an overview of all entered 

events. The colour depends on the event category. (see below) 

You can browse this timeline using your cursor. 

 
▲ Depending on the length, a dot or a line accompagnies an event. A short event is 

indicated by a dot. An event lasting longer than 2 days is indicated by a stripe. 

 

▼ Modifying which events are displayed in this timeline is possible by (un)checking the 

different categories in the menu Timeline options.  

 
▲ Every category has its own colour in the timeline, indicated by the dot in front of each 

category in the menu Timeline options. 
  

https://www.youtube.com/watch?v=PhBsv93BTzc&feature=youtu.be
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▼ The Month Calendar allows you to check for events by clicking a specific date.  

 

 

▼ Depending on the selected month, (here: May 2013) an overview of all events are given in 

the menu Events for [selected month].  

 

▲ Clicking an event name gives you an overview (▼) of the selected event’s settings, which 

can be changed. 

 

▲ Under the event name, you can find several basic options that can be changed: the 

subject, start/end date, event time, type of event and the content (registered event details). 

It’s also possible to add a document to an event. First it is necessary to add a folder to this 

event. This is possible by selecting an existing folder or by creating a new folder in the file 

archive. After doing so, you can select a file and add it to the event. 

A last option is to add people to this event by clicking the icon next to the menu People 

involved. 

 

▼ After doing so, a person can be added:  

 
▲ Choose the person from the choice list and eventually type a comment. Confirm by 

clicking the button. The only function of this option is to display the users involved. 
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▼ An involved user can be deleted by clicking the x next to his/her name:  

 

 

▼ The menu Actions collects the 2 important actions possible regarding events. 

 
▲ Clicking List all events will – as the name itself already indicates – give you an overview of 

all registered events, again giving you the option to edit them. 

Clicking Add new event gives you the possibility to add a new event to the agenda. 

 

▼For a new event some information is required: a start date, an event title, an event type 

and some details. Other information is optional: an end date and the event time. 

 
▲ Click the button to complete the event registration. 


