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You’ve gone online to www.hiawathaschools.org, and navigated around the site. You’re feeling comfortable reading the Beakon, looking up school activities, and catching up on what the students are doing in their classes.  Now, just how do you print off that calendar anyway?  The activities calendar on our website has improved and it’s been made more of a “refrigerator” style calendar for you to print off and keep up on the latest activities.  Follow these instructions and you’re on your way.

1. From the home page, click on the calendar button.

2. Click on month-at-a-glance option

3. At the top of the page, choose which calendar you would like to view:

HES, HMS, HHS, district wide, or any calendar.

4. Choose the category you would like to see at that school from the dropdown list.  “Any category” will show you the month’s happenings at that particular school.

5. Choose the month you would like to look at.  It automatically shows you the current month.

6. Click on “GO” and the calendar will show you your preferences.

7. Click on “print month view”.  This will show you what it will look like when it’s printed.  

8. Go up to File at the top of the page, and from the drop down menu, select print.  The calendar automatically prints in the portrait setting.  If this is how you would like it printed, select print.  This will give you the printed calendar for your use. For a landscape version, choose file, and then page setup.  From there, under format, choose landscape, and check the box next to “shrink to fit page width”.  Click on OK.  (If you would like to change the margin size to give you a slightly bigger version of the calendar, you do so here at the page setup prompt.  IE. If margins are set at 0.5, change them to 0.2 for a larger printed calendar.

9. Return to File at the top of the page, then from the drop down menu, select print.  This will give you the printed out version in the landscape form.  
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Calendar Tips and Tricks:

1. If you choose a particular category at the top, make sure the calendar is on “any” or at the appropriate school that you want.  Otherwise it will not give you the results you have asked for.  The calendar takes priority over the category when choosing.  For example, if you choose HHS wrestling, but have HMS as the calendar preference, no wrestling results will show up on your calendar.

2. Choosing “any” calendar and “any category will give you a full activity calendar of all schools.  Such as the one printed and sent out the first of the year and in the Beakon.

3. You can only print off one calendar and one category at a time.  So if you need more than one school (HES, HMS, HHS), you will have to print each school off separately, or choose “any” in the calendar category to get all of the information on one printable calendar.

