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Editing an Event 

 

After creating an event in Breeze, you may want to make changes. Below are the steps to edit an event. 

 

STEP ONE: LOG INTO BREEZE AND ACCESS EVENTS 

Go to fbclaplata.breezechms.com 

Login with your username and password 

Click on Events 

On the calendar, click the event to be edited, then click “Edit Event Settings” 

 

 

 

 

 

 

 

 

Click 

Here 



STEP 2: SELECT SETTINGS 

 

 

STEP THREE: EDIT SETTINGS 

The screen 

looks almost 

identical to 

the one 

used to add 

an event. 

Make any 

necessary 

changes and 

click the 

“Save 

changes” 

button at 

the bottom 

of the 

screen 

 

 

 

 

 

 

 

CLICK HERE! 



A FEW NEW FIELDS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP FOUR: SAVE CHANGES 

 

Click on the blue “Save Changes” button to update your event 

 

TO DELETE AN EVENT 

Across the page from the  Save changes button is a small Delete Event link: 

Confirm you want to delete on the box that pops up  

This cannot be undone so use with caution! 

 

Please do not change! This is calendar specific 

Password protect your 

check in settings 

Allow a new photo to be 

added at check in 

Click to 

Delete 

event 


