WorkSource Online Event Calendar
Editor Training
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Introduction

Welcome to the WorkSource online event calendar! The purpose of the event calendar is to
provide a professional and consistent public advertisement of our WorkSource services. The
calendar is customer focused.

The following training material covers the role and actions of the Editor in the Trumba
software.

Training objectives:

Upon completing this training web session, participants will be able to:
e Describe the purpose of the Online Event Calendar
e Describe their role as a calendar Editor
e Describe how to login and out of the calendar and change a password
e Describe the Editors view of the calendar
¢ Add an event to the calendar
e View the added event on the public calendar
¢ Add aregistration web form to a calendar event
e Add arecurring event on the calendar
e Edit an event on the calendar
¢ Navigate the views of the public calendar

e Web browser differences ,cache, refreshing

Training structure and format

This document uses small icons to illustrate the action you, the editor of the calendar can
complete and what the calendar displays does in response.

The icons are as follows:



L’Q Editor action

L]

"<« Calendar web page display

Screen captures

This document utilizes screen captures to illustrate displays, buttons, links and menus and the
actions to take on the page.

The Online Event Calendar

The online event calendar is a product designed by the Trumba Company and customized for
use by WorkSource. The calendar makes most all of the workshops, hiring events, job fairs, job
clubs and computer lab times in WorkSource centers and affiliates across the state viewable by
the customer from any location on any device with internet access.

Events are displayed when the customer clicks on the online event calendar through
Go2WorkSource.

Entries and updates to the calendar are accomplished by a designated calendar editor. The
editor has permissions in the software to use templates to enter, modify and cancel events for
their area. All events are rolled up in a statewide calendar and can be displayed for local areas
using filters. The filters enable the customer to select a particular geographic area and see what
is available to them.

The Editor role

Editor account permissions in the Trumba product allow the account holder to add, to modity,
to cancel and to delete events from any calendar that is associated with that editor account. One
editor may have more than one calendar associated with their account. Calendar associations
are assigned by the Publisher role which resides in the Information Technology Services
Division of the Employment Security Department. An Editor must adhere to standards for the
calendar and stay within established branding guidelines and procedures.

The role of the Publisher is to monitor calendar content and alert editors when content falls
outside the guidelines.

Individual Accounts

Editors are assigned as individuals and are authenticated in the Trumba product by an email
address and a password. Due to ESD security policies, accounts cannot be assigned to a
location and shared with multiple users. The editor and a back-up editor are the only
individuals authorized to use an editor account.



Content and the customer experience

Editors are responsible for content entered on the online calendar. This calendar is viewable
just like any website on the internet. The customer experience is the primary focus of the
content of any event on the online calendar so it is important that the customer can understand
what is being offered to them.

Here are some tips for creating customer friendly events

e Avoid state agency or workforce system jargon and acronyms (such as DVR for Division
of Vocational Rehabilitation or UI for unemployment insurance )

¢ Avoid using symbols or images which may have relevance to a local area staff members
but no significance to the website viewer.

e Write content in complete sentences which clearly explain the event and any
expectations of the customer.

e Check and re-check content for faulty formatting, typos or misspelled words. Trumba
does NOT have a spell or grammar check feature.

Login to Trumba

L

LQ Log into the online event calendar by typing the web address that your
administrator www.Trumba.com has given you into your Internet Explorer address bar,
and then press Enter. Click the Sign-in button on right top of the page.

L

LQ Online event calendar displays the Trumba Login page.

(- 5ign In | |
((ctRuMBA®
Sign In

SIGN IN USING YOUR TRUMBA EMAIL ADDRESS AND PASSWORD

Email address: I\

Password: I

[T Automatically sign me in on this computer
—
Sign In
Forgot your password? Request a reset email



http://www.trumba.com/

Type your Email address and your password in the Password box

(Note: You were provided a password when your account was created.
You can change the password using Account Settings.)

&

Click on Sign In

Change a password

kb

lb‘ Login to Trumba.com

The editor’s view of the calendar will display. At the top left side of the page is a
link; Account Settings.

8

Click on the Account Settings link

Account information is display

((I-Trumba | | & - - [ s@a + Page » 3Zafety » Tool

Signed in as Sue Feist |

((‘.T RUMB A® Publisher Dashbeard | Account Settings | Address Bed
Account Settings for Sue Feist

4= Return to editori0's calendar

REQUIRED ACCOUNT INFORMATION (gJ oK |
Email address: |5fei5t@esd.wa.gnu

Display name: |Sue Feist

Password: Change mv password

Time zone: |(GMT-08:DD) Bacific Time (US & Canada) ;I

Also change the time zone of: ¢ calendars whose time zone is Pacific Time € all my calendars

Email options: View/edit settings for Trumba email vou want to receive
MAIN CALENDAR VIEW OPTIONS

When changing calendars: [ Keep the same date [~ Keep the same layout
SUBSCRIPTION INFORMATION

Subscription type: Trumba Connect (Editor) - Year Subscription

Expiration: 1 September 2013 333 days remaining
SECURITY SETTINGS a

Use secure protocol for: [T &l web pages Check to ensure all communication with Trumba Connect is secure.

- E&ED

&

Click on the Change my password link

Enter and confirm a new password



Left hand

2 Help: The Trumba Company has built in a robust Help feature that can assist the
Editor. Help is available at the page and at the field level for many input fields.

The Editor Calendar view

lb’ Trumba will display the Editor View of the calendar after login

] | Tiges Add Event
WorkSource Spokane published at: esdtwbolydevi [Ge ta publication) %]

View: Day | 3 Day | Waek <l | Month | vear | List (GG U L

4 » OCTOBER 2012 4 » OCTOBER 2012

30 IR 5 6| 30 'y o — 3 "o g o5 E=r oy
7 8 9 10 11 12 13 ~ 8aMicrosoft sleaming  + 8 Microsoft ~ 8aMicrosoft sleaming  « 83 Microsoft eleaming v 8a Microsoft sLeaming
14 15 16 17 18 19 20 ~ 81303 Orientation ta Wor.. ~ 8:30a Orientation to Wor.. + 8:30a Orientation to Wer.. + 81302 Job Search Strateg.. v 8:30a Intarviening Techn.
21 22 /23|24 25|26 127 * 8:30a Skills and Abilities.. ~ 8:30s Perfecting Applicat.. v 8:30a Resume and Cover.. v 8:30a Ofientation to Wor.. v 8:30a Orientation to Wor..
28120130 31 2 1203 ¥ 1p WinWay Resume Lab ¥ 10:30a Caraer Infusion J.. v 9a Introduction to Comp.. ¥ 1:13p Orientation to Wor.. ¥ 1p Winway Resume Lab
i3 O‘{’ 2 ﬂ‘»?— LR Click the down ¥ 1:13p Orfentation to Wer,. ¥ 1:13p Orlentation to Wor.. ¥ 1:13p Orlentation to Wor.. v 1:30p Career Infusion Jo. ¥ 1:13p Orlentation to Wor,
e & arrow or link to ~ 1:30p Job Search Stratag ~ 1:30p Skills and Abilicies... « 1:20p Services for Vatsr. + 1:30p Resume and Cover. |
Go E
'/ 2 7 edit an event on s g g o "o 31 w0 13 013 o
et the calendar ~ 8aMicrozoft slearning  ~ 8a Microsoft sleaming v 8a Microsoft sleaming v 8a Microzoft sleaming  ~ 8a Microsoft aLaaming
~ 8:30a Orientation to Wor.. ~ 8:30a Orientation to Wor.. ~ 8:30a Orientation to Wor.. = 8:30a Job Search Strateg.. * 8:30s Interviening Techn.
B CURRENT PUBLICATION 7 8:30 Skil > A z = < A = -
v 8 ills and Abilities.. v 8:30a Perfacting Applicat. v 8:30a Resume and Cover. v 8:30a Orientation to Wor.. ~ 8;30s Orientation to Wor..

4 WorkSource Spokane  ~ ¥ 1p WinWay Resume Lab ¥ 10:30a Career Infusion J.. ¥ 9a [ntroduction to Comp. ¥ 1:13p Orientation to Wor. ¥ 1p WinWay Resume Lab

v 1:13p Orientation £ Wor,. + 1:13p Orintation to Wor.. v 1:15p Orientation to Wer.. « 1:30p Caraer Infusion Jo. v 1:13p Orlentatian to Wor.,

(CALENDAR TASKS + 1:30p Job Search Stratag.. v 1:30p Intarviawing Techn.. + 1:30p Skills and Abilitias.. » 1:30p Services for Vatar.. v 1:30p Rezuma and Cover..
&' Creata 3 now calendar ~ 2p Division of Vociations... ~ 2p Career Transitions

B Manage your calandars
T o —r e T . — —

& tmport calendar events ¥ 8a Microsoft eLearning ~ 8a Microsoft eLearning ¥ Ba Microsoft eLearning * 8a Microsoft eLeaming ¥ 8a Microsoft eLesming

NaVIgatIOFI 0 Exportehis calendar < GlICK 10 CTE81E @+ 8:308 Orientation to Wor. v 8:308 Orientation to Wor.. v 8:30a Orientation to Wor.. ~ 8:30a Job Search Strateg. v 8:308 Interviening Techn

sprgadshee[ with all ~ 8:30a Skills and Abilivies. v 8:30a Perfacting Applicat, v 8:30a Resums and Covar. v 8:30a Origntation to Wor. v 8:30a Orlantation to Wor.

ST T event data on this  ~ 1P WinWay Resuma Lsb  ~ 10:30a Carser Infusion ).. ~ 9a [ntroduction to Comp.. + 1:13p Orientation to Wer.. + 1p WinWay Resums Lab
- ~ 1:15p Orientation to Wor.. ~ 1:15p Orientation to Wor.. ¥ 1:15p Orientation to Wor.. ~ 1:30p Career Infusion Jo.. ¥ 1:15p Orientation to Wor..

anage imagas calendar (minus i 2 S
9 % * 1:30p Job Search Sersteg.. v 1:30p Interviewing Techn... v 1:30p Skills snd Abilities_. v 1:30p Services for Vetar.. v 1:30p Resume and Cover..
{7 Ragistration raport registration data) v 3p Meat the Employers
= v 8aMicrosoft slearning  ~ 8a Microsoft elearning v 8a Microsoft elearning v 8a Microsoft eleaming v 8a Microsoft eLeaming
Click to displaya 8:30a Orlentation to Wor,. + 8:303 Orientation to Wor.. v 8:303 Orlantation to Wor.. + 8:30a Job Search Stratsg.. v 8:30a Intarviening Techn
registration ~ 8130 Skills and Abilities.. * 8:30a Perfecting Applicat.. ~ 8:30a Resume and Cover.. ~ 8:30a Orientation to Wor.. ~ 8:30a Orientation to Wor.
spreadsheet of ~ 1p WinWey Resume Lsb  ~ 10:30a Career Infusion J. + 9a Introduction to Comp.. 15p Orientation to Wor.. + 1p WinWsy Resume Lab
all registered * 1:15p Orientation to Wor._ + 1:15p Orientation to Wor.. ¥ 1:15p Orientation to Wor. 30p Career Infusion Jo..  1:13p Orientation to Wor..
pamctgants w 1:30p Job Search Strateg. v 1:30p Interviewing Techn . + 1:30p Skills and Abilities. + 1:30p Services for Veter. v 1:30p Resume and Cover,

The page displays all the events on your calendar. You can look at different views by making a

selection from the View choices at the top left side of the display. (Day, 3 Day, Week, 5 Week

Month or List) It also allows the editor to advance the months displayed by using the back and

forward arrows on either the thumbnail or larger view.

lb’ At the top of the editor’s calendar view there are buttons for two actions to Add
Event and Print.

The Add Event button (covered in Add Events section of this document)
The Print button creates a PDF of the page you are viewing.

(Note: The Print button behaves the same way on every page that the Print
function is displayed)

The page also displays actions using the left hand navigation display under CALENDAR
TASKS. At this time the only action we will use is the Export this calendar.



% Click on Export this calendar to generate a report of all the events associated
with the calendar. The report will be produced in a .csv file and can be saved as an
Excel spreadsheet. If an editor has more than one calendar association, the report will
contain all the events from all the associated calendars.

(Note: Only events are available on this report. No registered participant data
will display)

The page also displays actions under the heading OTHER TASKS. At this time the only action
we will look at is the Registration report

@ Click on Registration report to generate a report of all the registered participants
associated with the calendar. You can choose date parameters to limit the number of
registrants for a specific time period. The report will be produced in a .csv file and can
be saved as an Excel spreadsheet. If an editor has more than one calendar association,
the report will contain all the registration data from all the associated calendars.

(Note: Participant data can be manipulated within Excel)

The editor calendar view also contains title links to each event listed on the calendar.

Clicking on the title link will open an existing calendar event for viewing and/or
editing. The down arrow to the left of the title also allows the editor to choose other
methods to modify an event

The check box 7 to the left of the down arrow allows the editor to choose one or more
events on which to take action. The editor can click on the box and use the drop down
menu at the top of the table to choose the appropriate action.

Add events to the calendar using templates

The editor can add events to the calendar at any time. It is recommended that editors add
events as far in advance as possible in order to maximize exposure to potential customers. This
is especially true if registration is required in order to attend.



The Add Event button is on the editor calendar view when you login to Trumba

Wednesday Thursday
=oey *A00 pup = e +hc, ool

Click Add Event + 8aMicrosoft eLearning ~ 8a Micrgédé;Learning + 8a Microsoft eLearning ~ 8a Microsoft eLearning
to enter a new + 8:30a Orientation to Wor.. + 8:30a Orientation to Weor.. + 8:30a Orientation to Wor.. + 8:30a Job Search Strateg,

WOI'kShOp or v 8:30a Skills and Abilities... ¥ 8:30a Perfecting Applicat.. ¥ 8:30a Resume and Cover.. ¥ 8:30a Orientation to Wor..
hiring event

| Month | Vear | List Add Event

« 1p WinWay Resume Lab w 10:30a Career Infusion J.. + 9a Introduction to Comp.. ~ 1:15p Orientation to Wor..
w 1:15p Orientation to Wor... ¥ 1:15p Orientation to Wor... * 1:15p Orientation to Wor.. ~ 1:30p Career Infusion Jo..
w 1:30p Job Search Strateg.. v 1:30p Interviewing Techn.. + 1:30p Skills and Abilities... + 1:30p Services for Veter..
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Click on the Add Event button to display the event templates.

L]

"& The Event Template form is displayed. There are event template categories that
an editor uses to input event data.

There are twelve event templates

a) Six templates populate with the title and descriptions of the Essential Workshops (aka
Job Hunter)

b) Two templates can be used for employer related events Hiring Event and Job Fair

¢) One template for Computer Lab resources

d) One template for WorkSource Orientations

e) One template for area specific workshop topics (such as budgeting, community
resources, how to apply for work with a specified employer)

The Essential Workshop/Job Hunter templates populate with the standard Title (shown on the
form with the field label name Description) and the Description (shown on the form with the
field label Notes :)

Important Do NOT modify the pre-filled template Descriptions or Notes fields. Do NOT add
symbols such as asterisks, dashes or enter additional text to the pre-filled areas.



Choosing a template

Event Information | | Distribution List || Event Email | | Event Registration
{Dates and times in Pacific Standard Time)
Template: Int=rvi=wing Techniqu=s hd
R Computer Lai Choose an event template
Location:
Job-S=arch Strategies
D= rt:t.i:'r o WorkSource S=rvices
Start Parfecting Applicatiors | Day Event
Résumé and Cover Letters
Skills and Abilities Anabysis
ooration: ram Py PP IMPORTAN_T: Do NO_T modify
— - - the Description ﬁe!d |[T itle) of the
Motes field (Description) on the
Reem: Essentail Workshops/Job Hunter
Contact Name: templates.
Contact Phone=:
Contact Email: If more information is required,

enter it in the Addtional
Information field.

Wiork=hop Language Option:  |English

Sdditional Information:

Ewent imag=: [No image=]
Ewent Registration: -
Featured Ewent: -

In-parson job search activity: =0 vas 0 Mo @ Not Specifi=d

Hiot=s: ‘fou might hawe the best risumd =ver, but if you don't intervizw well, it -~
won't matter. Bing able to handl= a job i i=w is a necessity Tor any
job s==ker. Knowing what =mploy=rs ar= ing Tor and being prepar=d
ar= ab=olute musts, In this workshop, you will lzam valuable interviewing
tips and have the chance to practice answers to frequently ask=d—and
sometimes Jilficull —questions in & supportive, realistic =mvircnment.

Wb link: hitp.

ﬁ W Sawve and Add Another

lb‘ Click on the down arrow to display a menu of templates. Choose a template
from the drop down menu.

lb’ Trumba displays the chosen template for input.



Event Information

Template:

Diescription:

Location:

Start:

Ciuration:
Repeat:

Room:

Contact Name:
Cantact Phane:

Contact Email:

Workshop Language Option:

Additional Informatian:

Ewvent image:
Ewent Registration:

Featured Event:

In-person job search activity: || Yes

MNotes:

web link:

Distribution List Event Email Ewvent Registration
{Dat== and time=s in Pacific Standard Tim=)

> g

Perfecting Applications

Perfecting Applications

November w 7w

2 w .00 w pmw Click to add a
i map after
1 hours 0O minutes ecify End Entering the
None b physu:al
location of the
event
Enter the start
date, time and
English duration of the -
event -the end =
time will the end
time will i
[No image] automaticalys ne. @

display on the
calendar based on
hd the duration

TiNo @ Mot Specified

An important part of any job search is to understand the employer's -
point of wiew. In this workshep, you will learn how employers read
applications and how to be better prepared to meet an employer's
expectations, The workshop explores how to organize and
communicate your skills and abilities in a way that stands out from
the crowd. ¥ou will leave the workshop with a master application that
will be helpful when filling cut paper and electronic applications, and
start you on your way to developing a résume.

http://

I XD EITITTE

Event Information

Distribution List

Ewent Email Event Registration

(Dates and times in Pacific Standard Time)

Addresses previously
entered into an event
template are available
to choose from by
clicking on Recent
Links. If amap has
been previously
attached to an
address in Recent
Links, there is no
need to add a map
again.

Template: Perfecting Applications hd E
Description: Perfecting Applications
e fam: ~ Add Map Link (g
Enter Lat/Long
* Recent Links
Start: Nowember ¥ 7 w = 2012 « m [ ] all Day Event
3 w.00 v PBM ¥
Duration: 1 hours O minutes Specify End a Dplional
fields
Repeat: Nane - a /
Room:
Caontact Name:
Contact Phone:
Contact Email:
7
Workshop Language Option: English ‘ -
Additional Information: E
Event image: [No image] il NEWE

11



Adding information to an event template

L‘“ After choosing a template from the drop down menu, enter the physical address
of the event location in the Location field. Make sure that the WorkSource name is
entered correctly in the Location field so that the mapping function works properly.
Correct WorkSource office names are listed on www.go2worksource.com.

L‘“ To add a map to the physical location of the event, click the Add Map Link.

When the map is added, go back and enter the location name to the physical
address

% Enter the Start date of the event. An alternative method to enter a start
date is using the calendar icon to the right of the date entry fields. The calendar
will open and allow the editor to choose a specific date.

Enter the Start time and be sure that the AM or PM has the correct association
with the start time.

Enter the Duration of the event in Hours and Minutes. The public facing

calendar will display the end time of the event based on the duration entered in
this field.

NOTE: Be careful not to confuse Duration with the end date of an event in a
repeating pattern. Clicking on Specify end opens fields to add the end date of the
event. The specified end date is used for events that are in session for several
consecutive days. If an end date is specified for Duration on an event, the
calendars will behavior as if the event is multiple successive days.

Example: An event starting November 5, 2012 and ending December 31, 2012
would be have a 56 day duration.

Ewvent Information Distribution List Ewent Email Ewvent Registration ﬁ
(Dates and times in Pacific Standard Time)

Template: |Inter'-;ie'f\-ing Technigues ;l a

Description: IInter'-,-\e'f\-\ng Techniques

Location: WorkSource Thurston County ;I Update Map Link a
1570 Irving 5t SW Enter Lat/Long
Tumwater, WA S8512 ;I Recent Links
Mapped location: WorkSource Thurston County, 1570 Irving St SW, Olympia, WA 98512 Clear
Map link type: IBing Maps vl Test Link

Start: [November ;”5 =l . [zoe2=] ER Dan Day Event [ Canceled
2 =] :[oo =] [en =]

Duration: 56 | days |2 hours IU minutes Specify End (g

Repeat: None Vl a
r

12


http://www.go2worksource.com/

The Room, Contact Name, Contact Phone, Contact Email field are optional and,
if entered, will display on the public facing calendar.

Choose a language from the drop down menu in the Workshop Language
Option field. The choices are English, Spanish and Russian. More than one
choice can be checked in this drop down. This is a required field.

Enter more information for the customer in the Additional Information field
when necessary. This information may include such instructions as bring a work
history, a resume, or flash drive with you, or to arrive 10 minutes early.
Information in this field should not be advice about program regulations or
advisories to unemployment insurance claimants.

The Event Image field will be used to add only approved iconography to
Essential Workshop/Job Hunter event templates.

(Note: Avoid adding seasonal, religious celebration, pop-culture, national or
other images to this field.)

If entering a hiring event for one employer on the calendar, the Hiring Event
template has an additional the Detail image field. A library of company logos is
available at company logos for use in this field. Instructions on how to add a
logo to the Detail image field is included on the link. The standards and
specifications on the use of calendar images will be monitored by the overall
calendar Publisher.

The Event Registration drop down menu contains two messages that display on
the public facing calendar. Choose from either:
e First come First Served — If using “First Come First Served” do not add a
registration form to the event.
e Sign up Required — Making this selection does not activate the registration
requirement. That is done in the Event Registration process.

This field can be left blank if neither message is required to be displayed on the
public facing calendar.

The Notes field is an open text field which allows the editor to describe the
event. Notes: is a Trumba’s field name for the workshop or event Description.
If an Essential Workshop/Job Hunter template is displayed the Notes: space will
pre-fill. If using another template, the space may be open for input.

13
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Make sure that the Notes (description) is written in complete sentences, free of
acronyms or jargon and explains the event fully. Remember that customers
will see the calendar as an advertisement for WorkSource services.

The Featured Event field is only used to create a promotion on an external
website. This can only be accomplished by ESD ITSD with a request.

The In-person job search activity field is used to designate a workshop as
potentially qualifying as an in-person activity for UI claimants. If the radio
button is clicked on “yes”, the field displays on the public facing calendar.

In-person job search activity: (C)yes (C/No @ Not Specified
[In—aerson,’oa search activity |

portant part of any job search is to understand the employer's -
of view. In this workshop, vou will learn how employers read

ns and how to be better prepared to meet an employer’s

. The workshop explores how to organize and

our skills and abilities in a way that stands out from the

we the warkshop with a master application that will

out paper and electronic applications, and start
loping a résumé. -

crowd. You will
be helpful when fi
yOu On your way to

web link: http: i VI
eb lin p:// Use the In-person job search activity

“ to indicate this workshop may fulfill Ul

work search requirements

The Web Link field can be used to enter an external web site address. It could be
used to attach a link to an employer’s web site or a WorkSource partner’s web
site. The link displays on the public facing calendar.

The Send updates for: field is interactive and creates “behind the scenes
activity”. This field sends an automated message to any person who registered or
chose to be notified of changes to the calendar when the Description field (Title),
the Location field, the Time field or the Notes (Description) field is modified.

The email or text message is sent any person who chose an Event Action on the
calendar as displayed in this graphic. This situation occurs most often when

editing an existing calendar event.

Tips for entering text and URLs into the template

e If copying and pasting text from a Microsoft Word document or webpage into an
event template, remember that html formatting may not translate the Word
formatting. There could be unwanted breaks in the text.

e Copying and pasting a URL or email address into a template may cause an error.
Check to see if there’s an extra space at the end of the address or URL and delete
the space.

14



Event Type

¥ Computer Lab

V' Hiring Event

WV Interviewing
Technigues

¥ 1ok Fair

¥ Job Search Strategies

¥ Grientation to
WorkSource Services

¥ other Workshops

¥ Perfecting
Applications

¥ Resume and Cover
Letter

¥ skillz and Abilities
Analysis

Select: all, Nene

Search

s
o

WORKSHOP LANGUAGE OPTION English

EVENT DETAILS

The most difficult part of any job search
may be taking the first step. WorkSource is
here to help you! During this workshop you
will be given an overview of the services
available at your local WorkSource office to
assist with all phases of your job search.
You will alsc be introduced to
Go2WorkSource.com, your premier online
rezource for finding work in Washington
State.

5 Hatch 5t

This workshop will introduce you to an array
of employment and training services and get
you connected with staff who are experts in
the local labor market. This information is
appropriate for any job seeker to assist with
zpecific needs. The Job Search Readiness
Inventory will guide you in getting started.

5 5cott

View Full Map

## Add to My Calendar = Forward to Friends IO

her Event Acti
‘Other Event Actions..

4 Back to Previous View

MNotify me of changes
Remind me by email
Email me event info
Remind me by txt msg
Txt me event info
Download event info

& Print

Events calendar powered by Trumkb:

Important In order to avoid sending unintended messages, the editor should be careful
to examine the Send updates for: field for any checked boxes that would result sending
a customer a message when in fact only a minor correct was made to the event.

Saving and publishing an event

After checking the information on the event template form for accuracy, the editor can publish
the event to the public facing calendar.

Trumba does not have a spell check feature so it is important to scan the entire template form to
ensure it is correct before publishing

8

of the form to SAVE and PUBLISH the event to the calendar.

Click on OK either at the bottom of the template form or at the top right corner

Ib“ To view the public facing calendar Click on the Published at: link at the top of the

calendar.

4

=
Published at: esdiwbolydevi

| Month | Year | List

{ )

Add Event

OCTOBER 20
Sunday

Monday

Tuesday

15



Add a Registration form to an event

The registration form is a feature which can be attached to a calendar event to require a
customer to sign up to attend. Registration provides the flexibility to limit the number of
attendees; the ability for staff members to sign up a customer for an event and collect data to
track who intends to come to the event.

(Important: The registration form and feature DOES NOT collect data on who actually attended
on the event. That data has to be collected manually at the event location)

The registration form captures the attendee name and email address which is securely stored by
Trumba.

Event registration can be added

1. at the time the editor enters the event data on a template
2. after an event is published to the public facing calendar using the edit feature

&

Click on the Event Registration TAB on the event template

Edit "Resume and Cover Letter”
4= Return to WorkSource Spokane

Event Information Distribution List Event Email Event Registration

L'Q The Registration form is displayed on the page. The registration page has four
tabs. The ONLY tab we are using is Event registration. The Distribution List and Event
Email tab are used by commercial entities to invite known lists of customers to
conferences.
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Edit "Resume and Cover Letter”

€ Return to WorkSource Spokane

Event Information Distribution List Event Email Event Registration OK
"] Send invitations to register for this event Registration form: Sign Up Form vk Se|ect Slgn Up form
[l op 4 Registration limit: 16 v
[l Allow atten Max Guests / Registrant: 0O v

| Show registration lis
Ssh R 2 o 3 2 ["] Create wait list when fully booked Chog:sedgour if

| Show remaining openings w

Response deadline: 1 hour ¥  Speci n email a ressi
[7] Sen® T you want
esponse notification: None

notification by
JOswold@ESD.WA.GOV email of who

has registered
for the event

When a visitor registers for this repeating events
() Only their selected occurrence
’i‘Every event in the repeating series

"1Visitor chooses specific occurrences from a list of all cccurences

Click to check - Open sign up for
@) Let the visitor choose from any of the three above options as they register thls event; ShOW remaining
openings when responding; Send

registration confirmation
NO REGISTRATION INFORMATION EXISTS FOR THIS EVENT

To invite specific people to register for this event, check "Send
invitations to register for this event”, then click "Distribution List" tab
and specify those you wish to invite, and then click "OK".

To allow the public to sign up, check "Open sign up for this event” and
2 sign up button will appear next to this event in your published
calendar.

Change: (71 This and future events in the repeating pattern |~ ! Only this event
Delete This Event Delete Entire Repeating Series
Update

Event Information Distribution List Event Email
[~ Send invitations to register for this event geyts
[+ Open sign up for this event Regis
[ Allow attendee to bring guests Max C
[~ Show registration list when responding r
[~ Show remaining openings when responding
¥ send registration confirmation =
[v Require attendee name Respc
[¥ Require attendee email Respc

Set registration success message

view: | Entire registration list =]

Remnwve fram lict | Send Fmail | Add ta Address Ronle 22

Upon entering the registration form page the following defaults are active and should not be

changed. Those defaults are the pre-filled box for Sign Up Form and the checked box Send
registration confirmation.

The entries on this page are as follows:

Click to check the box to Open sign up for this event

8

Click on the box Show remaining openings when responding ONLY if
you want to alert the registrants of how many openings remain for this event
when they register.



Avoid clicking on Show registration list when responding. In Trumba responding
means show the list of registrants to the viewer of the page.

T R @
- - - -8
L s v Chcking on show registration list
o Guests [ Kwyutryct x when responding will provide the
Creste ol iat when fuly bootud person registering a list of all the
i S v et oL Snic et 8 people who have signed up

The actions that can be taken on the registration form actions include:

Registration limit: (1 to 1,500 registrants). Remember that there is a relationship
between the Registration limit and the Show remaining openings when responding
check box. If the office practice is to over schedule to fill a workshop room, remember
that if 50 openings are entered for an event with the expectation that 25 will attend, the
registrants will see potentially the remaining number based on 50 openings when they
sign-up.

Whether registrants can bring Max Guests/ Registrants — this field is only active if the
box to allow attendee to bring guests is checked. A maximum number of guests can be
designated from 1 to 1,500. (Suggestion: This field could be used for hiring events.)

Select Max Guests limit — If not allowing customers to bring guests, leave the
value at zero “0”.

The Response deadline: designates when the last registration can be accepted. If a
customer attempts to sign up after the registration is closed, they will receive a
message.)

Select the Registration limit number from the drop down

&

% Select to be notified of customer sign ups by selecting your email address
from the Response notification drop down menu. This means that individual
emails will appear in the editors Outlook email box each time a customer signs
up for an event. To avoid receiving multiple emails, leave the field with the
“None” value.

Select the Response deadline value from the drop down list.
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8

event Title.

Click OK to save and publish the registration attached to the event on the
public facing calendar. The calendar will display a SIGN IN button next to the

The Participant Registration Form

When the customer clicks on SIGN IN the public facing registration form will display.

((cTRuMBA
Event Actions

3;-,:: to my calendar
| Sign up for event

| Notidy ges

The registrant can
choose to be notified of
changes, forward the
event to friends, receive
a reminder email or text
message, receive a text
message with event
info or even download
the event.

Help
Time zo0e | (GMT-08:00) Pacific Time (LS & Canads) E!
Send your response to the event organizer by entering your personsl information,
choosing your response and pressing OK.
Your name: . e . -
3 Participant Registration
Your email address: Form

Alresdy registered? Updste registration information for this event.

Respond to repeating series
@ Only this event ' Same response for all events '_' Each event individually

Career Infusion Job Club
HERE WorkSource Spokane Msp
120 South Arthur Street
Spokane, WA 98202-2291
ROOM Redwood
¢ English
{ Sign Up Regquired

TES Me with other job seeker

EN Tuesday, October 9, 2012, 10:230am — 12pm PDT
4T: Every Tuesday starting September 18, 2012 through
December 18, 2012

Attendee Last Name

Attendee First Name

Have you, or are you the spouse of a person who served in the U.S. Military Service?
D'Yes T'No *
Email Address

Phone Number

For Office Use Only
Sign up performed by
[ Email me a reminder | 15 minutes E] before each event listed sbove.

) Notify me by email of changes to any of the events listed sbove.
[Cloverwrite Previous Response if you have already registered for this event.

The public facing registration form has five required fields for the customer to enter
data. All entry fields on this form should be completed with customer information.
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Input fields
¢ Your Name

e Your Email Address

e Attendee Last Name

e Attendee First Name

e Have you (or are you the spouse of a person who) served in the U.S.
Military Service?

e Email address

e Phone number - optional

Though the name fields appear twice and seem to be duplicative, the data entered
serves more than one purpose.

The data entered in this registration form is used on the Registration Report. Each data
item appears in a separate column in the report.

If a WorkSource staff member or partner signs up a customer to attend an event, it can
be indicated by using the drop down menu in the For Office Use Only to select
WorkSource Staff Member.

For Office Use Cnly
Sign up performed by

Below are additional calendar options
Email me a reminder |15 minutEéIEl before each event listed above.
~'| Hotify me by email of changes to any of the events listed abowve.
Crverwrite Previous Response if you have slready registered for this event.

Below the For Office Use Only field is additional calendar options for the customer.
The customer can choose to receive a reminder of registration or a notification of any
changes to the event.

Event registration evidence

Once a customer has completed the sign up for an event the attendee data is displayed on the
Event Registration Tab in the event template.
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L“ Select the event with a registration attached (Sign up) from the editors view of
the calendar and click on the title.

L“ Click on Event Registration Tab to view the list of attendees at the bottom of the
page

4 Return to WorkSource Lewis County

Event Information  Distribution List =~ Event Email =~ Ewvent Registration oK’
[#]Send invitations to register for this event Registration form: Sign Up Form 89
[#] Open sign up for this event Registration limit: 20 -
[[] Allow attendee to bring guests
Max Guasts / Registrant: 0 -
[] Show registration list when responding
Show remaining openings when respending [] Create wait list when fully booked
[#]Send registration confirmation Response deadline: Start of event w  Specify End Q
Response notification: None -
when a visitor registers for this repeating event, register them for:
(@ Only their selected occurrence
() Every event in the repeating series
Visitor chooses specific occurrences from a list of all occurences
! Let the visitor choose from any of the three above options as they register
Name Email Status  Actions Attendee Last Name Attendee First Name Military Email Address Phone Number Office Only
Chip Kormas | ckormas@esd.wa.gov | Registered | Edit Remove Add to Address Book | Kormas Chip Yes | CKormas@esd.wa.gov
Jan Oswold JOswold@ESD.WA.GOV | Registered | Edit Remove Add to Address Book | Oswold Jan No joswold@esd.wa.gov
Rachel Nedrow | rnedrow@esd.wa.gov Registered | Edit Remove Add to Address Book | Nedrow Rachel No rnedrow@esd.wa.gov

Summary: 3 Registered

Export Reqistration Data

Changer T T This and future events in the repeating pattern (*) Only this event

e e e
Delete This Event Delete Entire Repeating Series

lb’ The list on this page can be used as a workshop or event roster by clicking on the
Export Registration Data link. The data will populate an Excel spreadsheet. Add a
column on the spreadsheet titled Attended to mark the names of those who actually
participate in the event.

(Important: If the workshop facilitator chooses to use this list as check-in sheet at the event, the
private information such as email address and phone number must be removed prior to sharing
the sheet with participants.

Enter a recurring event

Many workshops or events may repeat throughout the month or year. Trumba has a feature
which allows the editor to enter an event that repeats in a pattern such as every Tuesday at
9:00AM. A recurring event can be created when an event is added to a calendar. An existing
event can also be edited to change a one-time event to a recurring event.

There are some elements to recurring events that can be tricky to navigate due to defaults and
details in the relationships between fields.

Before entering a reoccurring event, think about the pattern of occurrence and consult a
calendar for holidays and numbers of weekdays in a month.
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When choosing a repeating pattern for an event, editors should be careful to observe what
displays in the additional fields. Some of the fields have default values which the editor will
want to change.

Using the HELP @ associated with the fields as reminders of what options cause what
behaviors.

& To indicate that an event is recurring, click on the drop down menu in the Repeat
tield. Choose from the values daily, weekly, monthly or yearly and the frequency every
other week, 3 week, 4t week, 5" week and so forth.

Start: |octeber [ =lfs =], 2012 =] |EEE| I AN Day Event [T WorkSource Thurston
[5 =1 :[o0 =1 [m=]

Duration: [T hours [0 minutes  SpedfvEnd (@

Repeat: I'\-‘.'eeklv Ll SVEryY |week LI

on: [ Sun [ Menf d M Thu TFri W sat

other week
IN wvember|3rd week boiz 'I % Y
through OVEMBEr . ek [T Mo End Date

i I—Sth week
Room: 6th week
Contact Name: I BEE :::::IIZ
9th week

Contact Fhone: I 10th weelk

. 11th week

Contact Email: I 12th week

Workshop Language Option: IEninsh L3th week -

& Click on the day of the week in the repeated pattern (such as a Weekly event,
every 3rd week, occurring on Tuesday)

Use the drop down menus to indicate the month, day and year for the repeating pattern
to end. It is important to enter an end date for a repeating pattern. It should be no
more than three months into the future.

Repeating patterns

Think about the pattern of the repeating event. Each month does not have the same
number of Mondays, Tuesdays, Wednesdays, Thursdays and Fridays. Some months
have holidays.
Examples:
1. Is the event every Mon, Weds, Fri of the week?
2. Is the event every Weds of the month?
3. Is the event every other Weds of the month?

When making a choice about the repeating pattern
e Daily does not mean every day. It means every other day, 3+ day or 4t
day of the week. Every day is actually a weekly pattern
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e Weekly means every other week, every 3¢ week, every 4" week. Weekly

does not mean the 1t Monday of a week, the 2" Monday of a week. That
is a monthly pattern
e Monthly patterns key off the day of the week entered in the Start date.

Start:

Duration:

Repeat:

Room:
Contact Name:
Contact Phone:

Contact Email:

Workshop Languaae Cption:

| november ;”2 j' . [2012 =] ﬁj [T All Day Event
[« =] :[z0 =] [pm =]
Il_ hours IU_ minutes Specify End a

IMnnthI',f x| on Ithe 2nd day x| every Imnnth =] a
through e 1ot Friday %] ™ Mo End Date
I—the 2nd weekday ———————

the 25th to last day

the Sth to last Friday ——————— Monthly
I the 21st to last weekday patternS

[Enalish -

In the screen capture, the start date is November 2, 2012 which is a Friday. The
drop down menu provides the options of 2"¢ day of the month, the 1 Friday of
the month, the 24 weekday of the month.

Clicking on the No End Date box will result in the following:

¢ Annual events will remain on the calendar for 200 years
e Monthly events will remain on the calendar for 40 years
e Weekly events will remain on the calendar for 20 years
e Daily events will remain on the calendar for 2 years

Example

et t Employers WorkSource Spokane, 130 S Arthur Street, Spokane, WA 89202 3 - 5pm - Ri

Wed., 9/22/32 @ Fraining Part 1 WorkSource Spokane; 130 South Arthir Street, Spokane, WA 9620221
PSR Y, L _ - T 2

Once a repeating event is set up, the editor can change the event description, location,
start time, duration, end date, notes, and web link. Changes can apply to just one event
in the repeating series or to all future events in the series.

(Caution: The recurrence pattern for a repeating event can’t be changed after it is

published. To change the pattern, delete all occurrences of the original event and create

a new repeating event.)
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If there is any potential that variations in a repeating event could occur such as every 4t
week the workshop changes from Tuesday/Thursday to Monday/Thursday, create
separate events for those variances.

Editing an event

Editing an event on the public facing calendar may be necessary for several different reasons.
An event may be cancelled, the date changed, the location changed or additional information
added. Editing is also used for correcting minor errors in text. To edit an existing calendar
event select the event from the editors calendar view.

% Click on the title of the event or choose edit from the drop down menu to the left
of the title.

L]

"4 The event will display and be open for editing. Any changes to the date,
location, time or notes fields has the potential to trigger an email or text message to
any customer who indicated a desire to be notified on the public facing calendar or
who has registered to attend an event.

It is important to remember to look at the Send Updates for: check boxes and
uncheck them if no notification is required for a change such as a typo correction
to text in the Notes field.

Event Information Distribution List Ewvent Email Event Registration ﬁ

(Dates and times in Pacific Standard Time)

Template: Interviewing Technigues - a

Description: Interviewing Technigues

Location: WorkSource Spokane « Update Map Link (7]
130 South Arthur Street Enter Lat/Lon
Spokane, WA 99202 - Recent Links
Mapped location: WorkSource Spokane, 130 S Arthur 5t, Spokane, WA 99202 Clear

Map link type: Bing Maps ¥ TestLink

Start: November ¥ 8 w = 2012 ¥ m [C]all pay Event [ | Canceled
a w .3 NOVEMBER 2012 -
5 M T W T F 5
Duration: 3 hours| 4 5 6 8 910 (i a
11/12/13|14/15 16/ 17 |7 N
Repeats: Every Fridal 13 19 20 21 22 23‘1——-——Edlt the event to change
25| 26| 27|28 29| 30 the date
through [{ DES i
Room: Ponderosa| 2 3 4 5 6 7.8
9 10/11/12|13/14 15
Contact Name: 16|17/ 18/ 19 20| 21|22
23|24/ 25/ 26/ 27|28 29
Contact Phone: 30/ 31| JAN 2013
Contact Email: 112\ 3. 415
6 7|8 9/|10/11 /12
Workshop Language Option:  |English 13/ 14/15/16/17|18 19 -
202122/ 23/ 24|25 26
Additional Information: 27 23/ 29/30/31 i -
Event image: [No image] " ewg
Ewvent Registration: hd
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Start:

Duration:

Repeats:

Room:

Contact Name:

Contact Phone:

Centact Email:

Workshop Language Option:

Additional Information:

Event image:

Event Registration:

Featured Event:

In-person job search activity:

Notes:

Web link:

Send updates for:

November ¥ 8 w = 2012 = Al [l Day Event [ |Canceled
2 ¥:30 Y PM ¥

2 hours 30 minutes SpecifvEnd (@

Every Thursday starting September 6, 2012

through December ¥ 20 v 2012 ¥ M| [JnoEnd Date

English -
Basic computer skills are required for this class. Flash drive P
recommended.

[MNo image] A EW

Changing the start time

M activates the notification
@ ves (INo () Not Specified check box
Successful job seekers take the time to learn what emplg{ers want. -

Learn how two of the four primary pieces of job-seargirelated
communication convey to a prospective employer wib you are, what
you know and what you have to offer. Learn whig#résumé and cover
letter formats best display your skills, knowledg and abilities in order
to attract employers and lead to moere intervjgfis!

http://
[|Description [ |Location [#]Time [|Motes (@&

Change: _) This and future events in the repeating pattern () Only this event

(" ok " cancel " Delete This Event Delete Entire Repeating Series

Additions or changes to the Additional information field does not trigger a
notification to attendees or registrants, so it is also important to click on and check the

Notes field box if it is necessary that attendees and registrants receive an update email

or text message.

Customer Registration confirmation

When a customer registers for an event on the calendar by clicking on the Sign Up button and

completing the web form, an on screen confirmation is displayed.

The confirmation displays the location, time and description of the event and alerts the

customer that a confirmation email will be sent to them.

The customer also has several options to choose from on the confirmation notice.

e Add the event to my calendar
e Send me a reminder by email
e Send me a reminder by text message

In addition, the customer can use the same Event Actions links available when viewing a non-

registration event on the calendar.
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((ctrRuMB A’

Add to my calendar
Sign up for event

Notify me of changes

Forward to friends

Remind me by email

Remind me by txt msg
Email me svent info

Txt me info

Downloag event info

Event Actions

Tirre zone | (GMT-08:00) Pacific Time (US & Caneds)

Career Infusion Job Club
VWHERE WoerkSource Spokane Msp
120 South Arthur Street
Spokane, WA 98202-2291
¢ Redwood
n English
1 Sign Up Required

WORKSHOP 1

Es Meet weekly with cther job seekers and WorkSource staff to
netw! rainstorm, develop job leads, build camaraderie,
share struggles and gsin job search advice. New topics
weekly!

(HEN Tuesday, October 9, 2012, 10:20am — 12pm PDT

Done. You are registered for the event listed sbove.

You will be sent an email confirmsaticn of your registration.

Hint: To receive a reminder before the event, use the appropriate link.
Add the event to my calendar
Send me s reminder by email
Send me s reminder by txt msg

O ok B3 Close Window

Public Facing Calendar View

The Public facing calendar means just that. It is what the public sees over the internet just like

anyone looking at Google, Amazon.com or any other web site. The editor can view the public
facing calendar for their location at any time.

L

4% The Published at: link is located next to your Office Name above the calendar.

Ewvants Images
WorkSource Spokane rFublished at: esdiwbolydev
View: Day | 2 Day | Week | 5 Week | Month | Year | List

30 1 IFR

Add Event

4 b OCTOBER 2012 1 b OCTOBER 2012

3 L] -] (-] 30 seoela

Link to public
facing calendar
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& Click on Published at: link
-

The public facing calendar opens in a separate window.

Changing Dates

Click the Prev and Next buttons to move back and forward by one The next or
previous day/week/month/ or year displays

Click on a date in the small calendar on the left.

The events scheduled for that date are displayed. Arrow buttons just above the
small calendar can be used to change from month to month.

Event Calendar
There are several methods to navigate the public facing calendar.

WoRKSource

Lewis County
SMTWTFS

Click the Prev and Next buttons to change the month view
DEIRNNR, DEC/ Click on the Calendar View drop down menu fo choose a view
Click on the Select links to filter the categories of events
01204 56 / Eh PRINT | < SUBSCRIBE | ™ icaL | EMEEN

78 910111213  QCTQBER 2012

October 2012 @1

14/15/16/17/18/19 20

21(22(23)24)25 26|27 22T / — / DATE LOCATION

281293031 1 2 3 i the Internet Wed., Oct. 3 WorkSource Lewis County
9am 151 NE Hampe Way

4/5/6/7/8/9/10 Bt is essential to job searchingdn today's job market. Learn the basics of Internet
rer and how to use your e-mail tasfnake job contacts and send resumes. Don't have an e-
Tail account? Come early and we viljelp you create 2 free one.

Chehalis WA 98532

Calen

Summary View w Wed., Oct. 3 WorkSource Lawis County

tpm 151 NE Hampe Way
Chehalis WA 98532

GED Prep (Reading/Writjfg)
Receive instruction on readipf and writing to prepare you for the General Education Diploma
(GED) exam. Please contgef the Phoenix Center at Centralia College, (360) 736-3391, axt 216,

Event Type

Computer Lab

. Wed., Oct. 3 WorkSource Levis County
Interviewing ipm 151 NE Hampe Way

Techniques Chehalis WA 98332

Orientation to

WaorkSource Services Thu., Oct. 4 WorkSource Lewis County
ther Workshaps Wordgfrocessing is one of the most videly used tools today. Learn the core functions of Microsoft +2P™ 131 NE Hamez Way
Perfecting Wyl 2007 and how to uss them when creating & resume and cover letter, Chehalis WA 58532
Applicat
ppications GED P h Thu., Oct. 4 WorkSource Lawis County
rep (math)
Resume and Cover ” 5 . ipm 151 NE Hamps Way
o Recsive instruction on math to prepare you for the General Education Diploma (GED) exam. =mes
etter Please contact the Phoenix Center at Centralis College, (360) 736-9391, ext 216, for registration Chehazlis WA 98532
Skills and Abilities information.
Analysic
Salect: Al None Resume and Cover Letter Thu., Oct. 4 WorkSource Levis County
Successful job seakers take the time to learn what emplayers vant. Learn how two of the four 2pm 131 NE Hamez Way
primary piecas of job search relsted communication convey to 2 prospective employer vho you Chehalis WA 58532
Other Locations =re, what you know and vhat you have te offer. Leam which résume and cover lstter format best
displays your skills, knowledge and abilities in order o attract emplayers and lead to more
o plays y g ploys
Select ane ¥ intervievs!

Interviewing Techniques Fri., Oct. 5 WorkSource Lewis County

Changing Views

Go to the Calendar View on the left and click the drop down menu. View the list
then select one of the choices.
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lb’ The look of how the events are displayed changes. Some views contain more

information about an event while some display less

} Contact Us

SMTWTEFS vl
30/ 11z 4 56 Detail View

Spokane
There are four calendar views available to the customer
List View
OCT NOV DEC
October 2012 AN Month View

WORKSource Event Calendar

& PRINT | 4l suscrIBe | ™ icaL | ENED

7 8010111213  QCTOBER 2012 _-Summary View
14/15/16/17 18 19 20 /

EENT

DATE

LOCATION

21/22|2324|35 26/27 -
28/29(30(31| 123 Microsoft eLe: (] ;e.‘oﬂ.l
4[s|sl[7]slsl10
Calendar vi fitation to WorkSource Services Toe 02
alendar View The mast gilfizult part =7 2ry job s=arch ey beumrg the Tiret step. WorkSource is bere Tz help youl During this workebep you will be F:302m
Summary View iven an cvenien of the servies avai  locel VierkSource office T2 ssisl wilh il phases of your job search. You wil siso be
Tetvie rtruz=0 1= G22We; prem 3 wendin Viashinglan Slats
Month View This warkshap will intreGuse you 1o an smay of smpkyment snd Trsi ioes a0 gel you connectad with slaff whe sre sxpers in the
Datail List - DEC”P‘”" ecal later markel, Thiz infarmatian i apprepriste for any job ssker to ssxisl nilh specific needs, The Job Sarsh Resdiness Invertary wil
E guide you in getting sarizd.
[#] Hiring Even(
[7] 1nterviewing Perfecting Applications ;_‘;ﬂf‘“ 2
Techniques
[#] Job Fair
[7 10b Szarch
Stratagies o
[7] Grientation te Career Infusion Job Club iy
WorkSource Maxt weskiy with sther J=b sa=kers snd WarkSsurss stafl i netnark, brainsisrm, develop [ob lsds, buld csmarsders, shere struggles
203 gain Job smarh sdvize. Nen lopics meskdy!
Services
[7] Other warkshops Orientation to WorkSource Services T 02
[ perfecting The mast GiMficult part of any Job search may be taking the first step. WorkSource is here o help you! During this morkshop you will be FisEm
Applications given an cverview of the services avsilabie at your locel WerkSoure office o sxsist with aII pl‘asﬂ cfycujob:eur:l‘ Yau will sles be
iruze0 1o G2WerkSsurse.zom, your premier oniine ressurce fr finding wend in Viashinglan Slats
[7] Resume and Cover
Letter This werkshep willistraduse y=u to an sray of smpleyment ard training s=rvices and gt yzu cornectzd with staff wh =xperts in the
il sl later markel, This infarmatian i apprepriste for any job seker to ssxisl nilh speciic reeds, The o Sarsh Resdiness Invertary wil
[7] Skills and Abilities e T T
Analysis
Select: All, None Tor., Ot 2 WorSoures Spoiare

i Interviewing Techniques

&

View Event Details

8

Pick an event and click on the event name

Return to the Calendar View drop down to click and view the other choices

lb‘ The event details display including; when, where, what room, additional
information or instructions for attendees, description of the event, a calendar and

options for tagging the event.

8

Return to the Editor view by either clicking your browser Back Button or

clicking the X in the top right hand corner of the screen to close the window.

L

The Editor view now displays
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Important: There is a 10 minute refresh on the public facing calendar. This means that
you may or may not see your new/modified event right away. To force a refresh, try
changing the Calendar View or select a different month using the Prev/Next buttons.

Additional Information about browsers and cache’

The browser cache (pronounced “cash”), also referred to as the temporary Internet files,
contains files from web sites you've visited that your browser remembers and keeps in memory.
For example, when you view a website where the WorkSource events are displayed, that
specific view is cached for 10 minutes in your web browser. The reason for the cache in a web
browser such as Internet Explorer, FireFox, etc., is it allows a faster view/display of that web pages
the next time you open that web site. Instead of having the data being retrieved from Trumba web
site each time you view a web page, the events are instead pulled from the browser cache (on
your computer) which, speeds up the display of the web page.

You may encounter a situation where you are viewing your public WorkSource event calendar
and then you go in to your Trumba account to add or edit an event on the calendar. When you
go back to view the public WorkSource event calendar, you will not see the new event or edited
event for 10-minutes. This is because the browser is displaying the original content in its cache.
If you do experience this, you can sometimes “force” the page to reload and give you updated
data by clicking the Prev or Next buttons at the top of the calendar; select a different month
above the Prev/Next buttons; or changing the calendar view to a different view:

October 2012 Ol

$M T w7 'F S
30 1 + B ¢
] 9 1011 121 EVENT
14 1 16 1 16 1 .
23 24 25 2¢ Job Search Strategies
3 30 31 1 23 Finding out about employerz in your sres and ces
2151 = 9 10 key to success, In the Job Search Strategies dass
. S methods work best for you! This dass provides tips
Today 15: Oct. S, 2012 introduces other strategies ke networking, inform

help locate jobs,

Skills and Abilities Analysis
Today's economy requires vorkers vho can transfe
Search vho have the kinds of personal qualities that maki

By making this type of change to the calendar, the browser knows that it needs to refresh the
page and provide new data to display on the page. It then sends a request back to the web
servers and will pull in your updates, displaying the most current information.

This training document will be updated as additional functionality is made available.

Questions:

Jan Oswold - WA State Employment security Department
Employment and Career Development Division
joswold@esd.wa.gov (360) 407-1364
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