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TAT Calendar Events

Technical Assistance Tracker (TAT) Calendar Quick Guide
Who and What
[bookmark: _GoBack]Who is responsible for entering Calendar entries?
· 
· 
What types of Calendar Events should be entered?
State Events – quick example
Tribal Events – quick example
Multiple State Events – quick example
National Events -– quick example
Regional Events – see the Regional Activity Quick Guide (link)The following types of requests should NOT be entered using the regional activity form. A separate mechanism for tracking these types of requests in TAT is under development.
How to Enter and Manage Calendar Events
Creating a New Calendar Event
Step one
Text
Step two
Enter data as described in the table below. 
	Field Name
	Definition
	Best Practice

	Event name
	
	

	Primary center name
	
	

	Calendar type
	
	

	Event type
	
	

	Event start date
	
	· 

	Event end date
	
	· 

	All day event
	
	· 

	Publish event
	
	· 

	States/Territories
	
	

	Grantees
	
	

	Event Organizers
	
	

	Event Notes
	
	


Step three
Optional: align with State goal
Step four
Review your Calendar entry for competing or conflicting events and to ensure all information remains up to date. If any modifications are needed, click on your calendar event to edit the details. 
Search and Find Calendar Events
The search tab within TAT is not designed to locate calendar records. However, on the calendar tab there are filters designed to help you locate specific calendar records. Note that the filters use an AND feature by default. If multiple filters are set, the results returned will only show calendar records that meet all of the filters.
Below are the filters that can be set:
	Field Name
	Description

	Event
	Set a range of dates within which you wish to search

	Region
	Select the region in which the calendar event resides. Can only select one region.

	State
	Select the state in which the calendar event resides. Can only select one state.

	Tribal Grantees
	Select the tribal grantee for which the calendar event pertains. Can only select one tribal grantee

	Calendar Type
	Select the type of event from the drop down options of state event, multiple state event, regional event, tribal event or national event.

	Primary Center
	Search the ECCTAS center that is the primary center assigned to the event.



Assistance with TAT?
For any assistance with TAT technical issues or questions regarding protocols, best practices, or guidance, contact OCCTAT@icfi.com.
 (
State Capacity Building Center, 
A Service of the Office of Child Care
9300 Lee Highway
Fairfax, VA 22031
Phone: 877-296-2401
Email:
 CapacityBuildingCenter@ecetta.info
Subscribe to Updates
http://www.occ-cmc.org/occannouncements_sign-up/
The State Capacity Building Center (SCBC) works with State and Territory leaders and their partners to create innovative early childhood systems and programs that improve results for children and families. The SCBC is funded by the U.S. Department of Health and Human Services, Administration for Children and Families, Office of Child Care.
)
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