
Detailed Instructions for New & Returning CE Calendar Users 
From the Idaho AHEC home page lower left under CE Calendar, you will have two 
options: View CE Calendar 
or Instructions for New 
Users (for viewing and 
posting). Click on View The 
Entire CE Calendar. Be 
patient as it takes time load 
all elements and display. 
Watch the line at the bottom 
of your screen to see 
progress.  
 
The calendar you first see 
will be the current month 
with the category All 
showing for discipline and 
location. You can view All 
the events in All locations or 
click on the down arrow and 
scroll on either the Location 
or Discipline and pick what 
you want. You can also click on the Month or Year to select a different month or year to 
view. If you see an event that interests you, click on it and wait a few seconds. Details 

for that event will 
appear, such as 
times, speakers, 
content, cost, 
continuing education 
units, etc. To go 
back, click on the 
back button in your 
browser. 
 You can also 
search by  Discipline 
or by location. If you 
click on one of the 
discipline choices, 
the calendar will 
show you only the 
events for that 
discipline i.e., click 
on Social Work and 

you will only see events for social workers. The same is true for location. Just select a 
location and you will only see events for that location. If you prefer to see a list of 
events, go to Search on the bottom left of calendar. Select month and year and click on 



submit, and you will see a written list of events for that date. If this all seems confusing, 
try going back to the “All” categories until it becomes easier. You will also get a good 
feel for the type of events available for your future 
1. To post a CE event, click on the middle selection and be 

patient as it can take time to load all elements and display. 
Watch the line at the bottom of your screen to see progress. 

2. At the bottom right of the calendar, click on the “Log in” tab. 
3. For new users, click on “here” to register as a user and obtain 

a username and password. Retain this information so you can 
simply “log in” for future use.  If you need assistance with your 
username or password, click on Forgot username or password 
and a reminder will be sent to the e-mail you provided when you first registered. 

4. Please provide the account information requested. A valid e-mail address is needed 
to receive the confirmation email with username and password. This information will 
not be used for any other purpose nor will itbe sold or transferred for any reason. We 

need this to confirm you are a legitimate 
organization for purposes of posting CE events. 

5. Once you have entered the information, click 
send and you will receive an email confirming 
your username and password. Keep this email 
for future use. Using your assigned username 
and password, you can officially log in by 
entering your username and password and 
clicking log in. 

 
6. The next screen you will see is for Calendar 

Administration. You’ll have 3 options: add and 
event, edit an event, delete an event. Only the 

individual logging in and posting an 
event can edit or delete an event with 
the exception of our staff, who will 
retain full administrative privileges. 

 
7. To add an event, click on Add Event. 

Select the “Start Date” (this will be the 
date the event will appear on the 
calendar). Please note that if this is 
a reoccurring event, you will need 
to enter each date you want this 
event to appear. 

8. Enter the title of the event (this will be 
used to search for subject). Provide as 
much description as you desire up to a 
maximum of 150 words. We 



encourage you to include at a minimum: all dates, time, exact location, cost, number 
of continuing education credits, who to contact for registration both phone and email 
address. 

9. Next, choose a location by selecting a city. If the city location is not available, select 
“Other” and add the city location. If the location is out of Idaho, please type in “City, 
State”. This information will be automatically added and will appear in future 
selections in the pull-down menu. 

10. Check up to three primary disciplines this event is targeting. 
11. If you have a website with event information you would like to link to, enter the URL 

in the box provided. Make sure it is in the format http://www.your url or it may not 
work properly. 

12. Important – enter the name of the person entering this information. 
13. Once you have all the information completed, click on “Add Event” or if you want to 

start over, click on “Clear”. 
 
To edit an event, click on “Edit Event” and select the event from the calendar by 
clicking on it. Only if you are the individual/organization that added this event, will you 
be able to edit all the information listed above in the “Add Event” function. To finalize 
edits, click on “Update” or to cancel edits, click on “Cancel”. 

 
To delete an event, click on “Delete 
Event” and select the event from 
the calendar by clicking on it. Only 
if you are the 
individual/organization that added 
this event, will you be able to select 
“Delete” to remove this event or 
“Cancel” to get back to the 
administrative options screen. The 
two remaining options are to view 
the calendar and logoff. It is always 
a good idea to view the calendar to 
make sure your event appears as 

you wanted prior to logging off.  If you log into the Calendar Administration page and 
allow your computer to sit idle for approximately 15 minutes, you will have to log in 
again (all session variables are discarded after 15 minutes of non-use). Please 
note that we retain the right to remove any event we deem as potentially bogus or 
offensive. We would also appreciate notification if you find something that doesn’t look 
right or appropriate. If anyone has problems or questions using this website, please 
contact Sue Rhodes or call Sue at 208-336-5533 ext. 278. 
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