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Calendar Tips
You can find all editable calendars on the SMS Library Homepage
Library Media Center Website
The Media Center’s website is located on the South Middle School Website under Academics.  http://www.ecasd.us/South-Middle-School/Academics/IMC-Resources 
SMS Media Master Calendar: Here is where you can view the calendar for use of the Media Center. The Media Center has three areas that can be used: computer lab, checkout area and research area. If you would like to request a time/day that it would be needed, email or contact the media specialist to do so. 
The Media Specialist is the only one that can edit this calendar.
SMS Computer Lab Schedule: Here is where you can view and edit the rest of the computer labs at South Middle School. 
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To add your class, click on the lab you would like to use:[image: image4.png]=8 = |
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Create Daily Events for Monday, April 27, 2015
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Options are 7th Grade Lab, 8th Grade Lab, Science Lab, Library Lab (cannot edit here). You need to click this first or you will get an error.
Then, click on the Date you would like to edit. 

After this step, it will ask for you credentials.
Type the 
Username: smscal
Password: editcal


Here you can see what periods are available. Click edit to input your class.
Dont forget to hit submit!

Then, you will see your submission. Please don't remove any names from the calendar unless discussed with that staff member. 


Don’t forget you can sign up with the Library Media Specialist (Pritchard) for use of Library including labs


























































