
Event Calendar 

Quick Reference Sheet 

The new event calendar for the 

Monroe County Library System 

is available at the Event Calen-

dar link via the Library’s home 

page at http://monroe.lib.mi.us 

Use the Search box 

along the left side of 

the calendar to re-

fine the events listed 

by Branch (location), 

by Event Type and/

or by Age Group. 

One or more items 

can be selected in 

each group. 

Events display the 

time and title of the 

event. To see more 

information about 

an event, hover 

over it and/or click 

the event. 

Events not requiring 
registration have a 
Remind Me option 
that sends an email 
reminder two days 
prior to the event. 

Events requiring registra-
tion will be underlined. 

Use the Text Size box 

to make text larger 

Navigate through the calendar using the <Prev or Next> or 

the Month and Year links. RSS Feeds can be set up directly 

to the MCLS Event Calendar. 



Registering for an Event 

Hover over an event requiring registration (event is underlined on calendar) to 

see how many openings are available. Click the Event to bring up the Event 

details and the Registration form. 

The Event detail displays 

several options along the 

top, including Email a friend, 

Notify me (of similar events), 

Print, Download to calendar 

(your own electronic calen-

dar) or send the link to the 

event to either your Digg or 

Delicious account. 

A link is built in to Google Maps to 

help you find each branch. 

Required information includes First Name, Last 

Name and Phone Number. Additional informa-

tion may be required for specific programs. If an 

email address is included, a reminder email will 

be sent two days prior to the program. One reg-

istration form should be completed for each 

person participating in the program. (This 

means for a children’s program each child 

should be registered but the adult attending 

with the children does not need to register. 

After clicking Complete Registration a confirmation message should 

display. This includes all of the information about the event and con-

tains a confirmation number. This information will also be sent in an 

email if an email address is included in the registration process. 
The confirmation number can be 

used on the main calendar page with 

the Display Personal Schedule op-

tion. Enter the number and the last 

name of the person registered and 

click Submit. All events that match 

the first name, last 

name and phone num-

ber will then display on 

the personal schedule.  
A Cancel link is available from the Personal Schedule. 


