
Calendar Management 
Spyglass Website Training Manual 

 
If this manual is printed, you can find the links to these pages on the Admin Help page on the 
website. 
 
Notes: 

• Events can be single or recurring events. Each event can have a ticket, RSVP, or no 
response. Tickets and RSVPs can have custom forms. 

• A RSVP is a reservation to a free event. 
• A ticket is a ticket to a purchased event. Please note that the website doesn’t have any 

payment gateway setup, so tickets will not be used, but can be used in the future. 
• The following notifications are included in the tool: 

o Users will receive an email when they RSVP for an event 
o Event organizers will receive an email whenever someone RSVPs for an event 

• The only required fields are the event title and date/time. The rest of the fields are 
optional. 
 

 
Add an Event 

1. Go to: Events/Add New - https://spyglasscondos.com/wp-admin/post-
new.php?post_type=tribe_events  



 
 
2. Title: add the title of the event, this is required 
3. Description: this is optional, you can add more information about the event, upload 

documents, add images, etc. 
4. Start/End Time: add the start and end time of the event, if it’s an all day event, select 

the checkbox next to all day event 
 
 
 
 
 
 
 



5. Event Series: if the event is a recurring event, you can edit the event series. For 
example, you can set a book group meeting every Monday. You can have different times 
for the event series too 

 
6. Events will not occur: You can add exclusions to event series. For an example, you can 

have a weekly book club meeting, but one meeting falls on July 4, you can add July 4 as 
an exclusion, and it will not show on that date in the calendar. 

7. Recurrence Description: this is an internal note and is optional. For an example you can 
add “weekly book club meeting on Mondays” 

8. Location: the website will automatically store locations, so if you add the Spyglass Pool 
one time, it will show up as a dropdown item the next time. Locations can have a name 
and address assigned to it. To create a new location, just start typing the name of the 
location and click return. After you click return, you will be able to enter the address, 
phone, and website for that location. 

 
 
 
 
 
 
 



 
 

9. Organizer: the website will automatically store organizers, so if you add the John Doe, it 
will show up as a dropdown item the next time. Organizers can have a name, phone, 
website, and email address assigned to it. To create a new organizer, just start typing 
the name of the organizer and click return. After you click return, you will be able to 
enter the phone, website, and email for that organizer. 

 
 

10. Event Website URL: this is optional, but you can link to a website here  
11. Click blue Update button 
 

 
Edit/Delete an Event 

1. Go to: Events - https://spyglasscondos.com/wp-
admin/edit.php?post_type=tribe_events  

a. Edit an event: Hover the event title to see the edit options, you can select from 
any of these: 

i. Edit: this will be the only option if it’s a single event 
ii. Edit All: this will show if the event is a recurrent event. If you click this, 

you will edit all the events in the series 
iii. Edit Single: this will only edit this event in the series 
iv. Edit Upcoming: this will only edit the upcoming event in the series 

b. Delete an event: Click Trash next to the event name to delete the event 
i. Once you trash an event, it will show in the Trash folder (under the Add 

New button). You can still restore it unless you empty the trash. 



 
 
 
Creating a RSVP to an Event 
An RSVP is a place where users can RSVP to an event. It can be as simple as clicking the “going” 
button. Here’s an example of a simple RSVP: 

 
 
 
 
 
 



1. Under the tickets heading, click + New RSVP 

 
2. Type: this is RSVP name 
3. Description: this is optional, but you can add more information about the RSVP. I 

recommend using the description field in the event and skipping this. 
4. Start sale: this is when you will start receiving RSVPs 
5. End sale: this is when you will end RSVPs  
6. Capacity: enter the amount if there’s a max number of people for your event. If there’s 

no max, keep this blank 
7. Can’t go: this should only be checked if you require a RSVP from everyone you send the 

event to. 
8. Click Save RSVP 

 
 
 
 
 
 
 



Creating a custom form for an RSVP  
Here’s an example of a custom form for an RSVP: 

 
 

1. First create the RSVP in the steps above, then click the “+” next to attendee information. 
2. The name and email fields will automatically be added, you don’t need to add those 

fields. To add a new field, click on the field type in the left column and it will open 
options for that field. You must add a proper label and determine if the field is required. 
The other fields are optional for you to complete. 

3. Follow step 2 until you have all the needed fields. 

 
4. Click Save RSVP 


