
Using ETDM Events

Getting Started

Environmental Screening Tool Tips – August 21, 2006                        1

You can access the ETDM Events page two different 
ways:

1. Click on Help on the Collapsible Left-side Menu.    
Next, click on “ETDM Meetings and Conferences”. 

2. Click the “Events” button on the bottom toolbar.

When the ETDM Events page loads, each event is listed in alphabetical order.  You can also 
view the Training Calendar by clicking on the link at the top of the page.



Using ETDM Events

Adding an Event 
To add an Event:

1. Enter the name of the event.
2. Select one or more organizations that would be allowed to edit or delete the event.
3. Enter a description of the event.
4. Enter the start date for the event in mm/dd/yyyy format.
5. Enter the end date for the event in mm/dd/yyyy format.
6. Enter a location for the event.
7. Enter the contact information for the person to contact about the event.
8. If there are any documents related to the event, you can select them and attach  

them to the event.  If you would like to add a new document that is not in the ETDM  
Library click the “Add New Document” radio button and provide the information for the  
document. (See the next page for details about this step.)
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Using ETDM Events

Adding an Event  Cont…
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All of the Existing Documents come from the ETDM Library.  If a document in the ETDM 
Library is related to the event you are adding, you can select it and attach it.

Attaching Existing Documents to an Event:

1. Select the document(s) you want to attach to the event. To select multiple documents 
hold down the Ctrl key and click on the documents you want.

2. Once the document(s) are selected click the       button to attach them to the   
event.

Attaching a New Document to an Event:

1. Enter a name for the document.
2. Select the file to be attached to the event by clicking on the Browse button

to locate the file on your computer or local network. 
3. Enter the publication date.  The date can be formatted any way you like.
4. Select a category you would like the document to be associated with.
5. If you would like this document to be displayed in the ETDM Library, check the box. 

Otherwise document will only be available through the related event.



Using ETDM Events

Adding a Document 
To add a document:

1. Enter the name of the document.
2. Select one or more organizations that would be allowed to edit or delete the document.
3. Select the file to be uploaded into the ETDM Library.
4. Enter the publication date of the document.  The date can be formatted any way you like.
5. The last thing you do is select a  category you would like the document to be associated  

with.
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Editing an Event
If you are an administrator and/or are associated with the organization relating to the event, 
you will see the edit (    ) and delete (X) icons next to the name of the event.  If you don’t 
have access for editing or deleting the event, you will see the name of the event only.

If you are authorized to edit an event and choose to do so, the “Edit” screen will open, 
populated with the selected event’s information.  Make changes by clicking in the fields, 
which are the same fields as those used for adding an event.


