
 
 
 

 
 

Titan CMS 7 Documentation Page 1  
 

Events Calendar 
The Events Calendar Module add-in provides an events management system for your Titan 
CMS instance. Your Events Calendar Module comes with an Events Data Schema and Events 
Data Site for management of events for your website.  

Important: Before using the Event Calendar Module for the first time, please visit the Titan 
Documentation site for more instructions on configuring the Events Calendar Module. 

Add/Edit Event 
1. From your nav tree, click on Events data node. 
2. Click Create button in the App Ribbon. 

https://documentation.titancms.com/marketplace/data-modules/calendar.htm
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5. The event’s content edit pane will display the following fields: 

 

a. UID – Globally unique identifier for the event. Usually used as part of an ICS file 
import. **leave blank for now** 

b. Event Name – Title of your event; will display on your site. Required field. 
c. Image – Choose an image from the file pile to display on your event. Not 

required. This image will appear on both the event detail page AND will auto-
populate the teaser image field on the Properties Edit Tab. 

d. Files – Add files for users to download. This could be a flyer or a registration 
form. Not required. 
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e. Start Date – This is the date of the event (single-day event), or the first date if it 
is an event that repeats or runs for more than one day. Required field. 

• Start time should follow this format: 00:00 AM 
f. End Date – This is the date of the event (single-day event) or the last date if it is 

an event that repeats or runs for more than one day. Required field. 
• End time should follow this format: 00:00 AM 

g. Edit Recurrence – Where you add or edit recurrences. Example: An event will 
reoccur every 1st Tuesday of the month for four months. 

h. Remove Recurrence – Where you remove a recurrence. Example: You have a 
recurring event every 1st Tuesday for four months, but one of the dates falls on a 
holiday. You can remove that recurrence here. 

i. All Day Event – Check this box if the event runs all day. Not required. 
j. Short Description – will appear on Events listing page. Auto populates to Short 

Teaser Text in Properties Edit Tab. Not required. 
k. Location Name– will appear on Events Listing Page and Detail Page. Not 

required. 
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l. Street Address – will appear on the Detail Page. Do not include City and State, 

as you will choose these from the Lookups. Not required. 
m. City – will appear on Events Listing Page and Detail Page. Not required. 
n. State – will appear on Events Listing Page and Detail Page. Not required. 
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o. Postal Code– will appear on Events Listing Page and Detail Page. Not 

required. 
p. Geographic Coordinates – will appear on the Detail Page. Not required. 
q. Description – Will appear on Events Detail page. Add content just like you would 

in a freeform block. Can include links, bulleted list, etc. Not required. 
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r. Contact Information – Will appear on Event Listing Page. Add content just like 

you would in a freeform block. Can include links, bulleted list, etc. Not required. 
s. Event Type – Will appear on Event Listing Page. You can filter by event type on 

the Events Listing Page. Just select the event type from the list just like you 
would a tag on your pages or files. Not required. 

6. Click Save in the App Ribbon. 
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7. Go to the Properties Button for your event. Scroll to the Teaser Info Text section.

 

b. If you uploaded an image in the Content area, that field will also be auto-
populated here.  

8. The only step you need to do is to add Alt Text for the teaser image. This will ensure that 
there is Alt text on the events listing page. 

9. Click Publish. 
10. Visit your site to verify the event has been added. 
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Add events via data upload 
Please read the online documentation for detailed information on the use of the Upload Data 
utility and how to prepare data upload files. 

Supported upload formats include: 

• Comma Separated Values (.CSV) 
• Tab-delimited (.TXT) 
• "iCalendar" / Internet Calendaring and Scheduling (.ICS) 
• XML 
• Excel (.XLSX) 

NOTE: While uploading, do not refresh the page or close the window until processing 
completes. 

Upload events 
1. From your Site Map, click on Events data site. 

3. From the Data Upload dialog box, click on the Browse button to select the file on your 
computer.  

https://documentation.titancms.com/Titan-Modules/Web-Content-Management/Content/Data/Upload-Data-Instructions.htm
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NEW in Titan CMS 7.0: The data upload feature is compatible with .xlsx, .csv, .txt, 
.xml and .ics file types. 

4. You will now see your data in the Data Upload dialog box. We recommend you test your 
data before permanently uploading it to Titan CMS. You need to choose “Test Only” 
before you upload the data. 
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7. Under Upload Options, select Add and Update All, and click the checkbox next to Skip 
Workflow. 

 

9. A window will appear with information on which records will upload properly, and which 
ones will fail. 

 
10. Click OK. 
11. If there are any errors, update them in the source file and then attempt upload again.  
12. If there are no issues, you can uncheck the Test Only checkbox and click Upload 

button to upload the events to your data node. 
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13. You will see the confirmation window again, informing you that the upload was 
successful. 

 
14. The Browse Pane will now have all your uploaded events listed. 
15. You may need to go into each event to add additional content. See Add/Edit Event for 

more information. 

Upload Options 
UPLOAD OPTION DESCRIPTION 

Add Only Creates new items from the records in the data upload 
file where the record does not already exist in Titan.  

Add and Update All Updates Data Site items from the records in the data 
upload file where the record exists in Titan CMS and 
creates new items where the record does not already 
exist in Titan CMS. 

Skip Workflow Update the current version of a data item instead of 
creating a new version. 

Complete Workflow Immediately  Invoke a Publish and one or more Approve Workflow 
Steps after the items have been updated. 

Publish Immediately Invoke a Publish Workflow Step after the items have 
been updated. 

Hide Missing Items Check this box to hide any of the items at the selected 
location that do not exist in the data upload file. The 
hide operation does not apply to Folder records. 

Add New Lookup Attributes Check this box to create new Lookup Attributes where 
values specified in the data upload file do not exist yet in 
the system. 

Test Only Test the upload process without making changes to 
data item content. 
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Export Events Calendar to Excel  

4. The file will download to your computer.   
5. Open the file in Excel, make changes and save the file. 
6. Follow the steps in Upload Events to update your Events Calendar. 
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Update a LookUp in a Data Schema 
Follow these steps to change the lookups for City, State or Event Type. 

1. Open the Titan Administration Module. 

3. Click on Lookups. In your workstation, you will see the following Lookups: 
a. Locality (City) 
b. Region (State/Region) 
c. Event Type (Event category) 
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5. Under All Attributes, type in the new attribute you would like to have available. Hit 
ENTER or the plus sign to add the attribute to the Lookup. 

 
a. To delete an attribute, click to select it and then on the minus sign. 
b. To modify an existing attribute, click to select it, make your changes and then 

click on the Refresh icon. 
6. Once complete, click SAVE. 
7. Click on the Refresh button to make sure that your changes display in the Web Content 

Management Module.  
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Default Events Calendar Configuration 
Event Listing Page (Data List Block) 

 

• Your Event Listing Page will be configured for you by our development team.  
• The Events List Template will align to your website’s style guide.  
• You should not need to update the Data List Block. 
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If you do end up changing the Data List Block configuration, here are your default settings: 

 

Filter Configuration 
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Event Detail Page (Data Detail Block)  

• Your Event Detail Page will be configured for you by our development team.  
• The Event Detail Template will align to your website’s style guide.  
• You should not need to update the Data Detail Block.  
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