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Admin Guide – Creating Events Calendar Shortcode

Tip

Browser Recommendation

Use Firefox for the best results. 
(Chrome and Edge may have issues 
displaying the full category list due 
to a plugin bug.)

Steps to Create a New Shortcode:

1. Access the Shortcodes Page

• In the Admin Panel, go to M.E. Calendar > Shortcodes.

• Click Add New Shortcode at the top of the page.

2. Follow the Setup Wizard

• Shortcode Name – Enter a name that clearly identifies your team or 
department. Click Next.

• View Type – Choose the view format for your site (List View is most 
common). Click Next.

• Select View – Pick your preferred calendar view. Click Next.

• Style – Choose a calendar style. Click Next.

• Event Display Method – Select how events should be displayed. 
Click Next.

• Customize Event Display – Adjust display settings if needed. Click 
Next.
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Finish Setup

• A Shortcode will be generated.

• Copy this Shortcode and paste it into 
a Shortcode Module on your 
webpage.

• Click the X at the top right to close the 
setup wizard.

All documents distributed via York’s public websites must be 
made accessible to people with disabilities prior to posting
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Filtering Events by Categories or Tags
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• From the Shortcodes page, click on your 
Shortcode.

• Scroll to the Filter Options section.

• Categories – Include or exclude categories.

• If categories are cut off or missing, switch to 
Firefox.

• Tags – Include or exclude tags the same way as 
categories.

• When finished, click the Update (blue) button at 
the top right to save your changes.



Extra Steps Create API (If you’re using https://events.yorku.ca/)

• From the Shortcodes view, find your Shortcode 
and click Create API.

• Under Site Access to Calendar, check All Domains 
and click Generate.

• Under Copy JavaScript for Calendar, click Copy.

• Embed the script on your website using:

• A Custom HTML block, or

• A Shortcode Module.

5 Template Instructions



Thank You

Q&A
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