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Calendar is a place to manage/view the master event schedule and track rooms and resources. 

Creating New Events 
1. Click New Event  

 

2. Enter all event details 
3. Add any and all tags that apply to the event 
4. Type tags and the system will 

search and suggest 

 

5. Want a quick view of an 
event? Just click on it from the 
calendar. 

6. If you want to see more and make 
changes, click Show Details. 
 

7. View and edit all event info including tags. 
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Running Reports in Planning Center Calendar 
 

Use calendar filters to create targeted report. 

1. Set up a simple filter 
2. Or… select multiple filters and tags 
3. Click Run Report 

 

When you run this report, only the event that fits your 
filters will be included. 

4. Select a range of dates 
5. Select report type (see description of each 

report) 
6. Select PDF or Webpage 

 

 

 

PDF to download 

Webpage to print directly from your browser 
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Calendar App is a place to manage/view the master event schedule and track rooms and resources on 
your mobile device. 

 

   
 

 


