How to Submit an Event for the UNC Calendar

Go to calendar.unco.edu/admin/default.aspx

Log in with your UNC credentials in the login page shown
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After you log in, you'll be redirected to the unco.edu/calendar page, but you'll see
the following new navigation bar above the calendar entries. Click on the ‘Manage’
option seen in the red-outlined box below:

SignOut Q§Manage | My Profile  Print  Submitan Event  Greeley Calendar ~ Academic Calendar  Final Exam Schedule ~ Campus Map

UNC Calendar


https://calendar.unco.edu/admin/default.aspx

After logging in, hover over the left sidebar area where you’ll see the following option.
Click on the blue button, “Create An Event”:

Event
Publisher

) CREATE AN EVENT

© View Public Calendar

You'll see all the required and optional sections to create an event. Please ignore the
“Registration and Products” section:

Selling lickets or Registration? lo leam how to process payments using kvent Publisher click here. % |Mare]

E Create an Event Events Reports View Calendar # katie leigh

Create an event

Start here to create an event to share on Yyour ca endar site.

You are here: Calendar > University of Northern Colorado Events > Events
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Fill in the required fields or optional fields throughout the sections:



1. Name of Event:

A4 ) . Gal Q =

Event Options
Categories Location Contact Images Attachments Products

Name of Event

2. Event Details: Summary, When is the Event? (the Event URL will autofill):
E W Event Details (2]

Summary * 250 remaining

P
O Add a full description

When is the Event? *
06/22/2018 |F @ 1o | 06/22/2018 |2 O]

O AllDay [ This eventrepeats [ Do notshow end date / time

Timezone

(UTC-07:00) Mountain Time (US & Canada) v

Event URL

https://calendar.unco.edu/event/

[ Make this event private [ Highlight this event [ Make this event unlisted

(]

Specify Publish/Unpublish Times

3. Categories and Keywords (to help users find your event, which is optional but
encouraged):

W (Categories and Keywords

Categories
Select one or more categories to help users find your events,

> O Academic Calendar Date
= Alumni Association
[ Announcement
> O Arts and Entertainment
= Athletics - Club and Intramural Sports
= Athletics - NCAA
Keywords

Add keywords or tags for additional search options (separate keywords with a comma).

4. Locations: (Optional)



n W Locations
Search or browse locations in your Location List. If you cannot find a location, use the "Add’ button to add an ad hoc location for this event.

Csenen | oo | s

Location List

APASS/NASS/Kohl House

O

Arlington Park Apartments

O

Arts Annex

O

Bank of Colorado Arena at Butler-Hancock Athletic Center

O

Belford Residence Hall

O

Ben Nighthorse Campbell Center

O

5. Contact: Please enter your information or the point-of-contact’s information:

W | Contact

Enter the contact details for the event coordinator or person whom visitors can contact with questions.

MName
Phone Mumber Extension

Email Address



6. Images and Attachments: (optional)

W Images

Image
Maximum image size is 3 MB.

| Choose File | No file chosen UPLOAD MEDIA LIBRARY

W Attachments

Attachment
Maximum attachment size is 10 MBE.

Choose File | No file chosen UPLOAD MEDIA LIBRARY

7. Additional Event Information (Choose who the event is open to. Hold SHIFT
down to select multiple groups. Add the room #/name and URL to more
information, if applicable):

W Additional Event Information

LIse these fields to include additional event details.
Event is open to

Student
Faculty
Staff
Alumni

i [T

Room #/MName

URL



8. Click 'Publish’ and your event will be reviewed by an administrator as soon as
possible.

9. Email confirmation: You'll receive the following confirmation email (it may
take a few hours to be sent to your inbox). An administrator will approve or deny
with feedback of your event within 24-48 hours. You'll receive an update once it
is approved or denied.

Subject: University of Northern Colorado Events Event Submitted Confirmation

Unable to read this email? Click here to open in your browser

University of Northern Colorado Events

Event Submitted Confirmation

This is an event submitted confirmation email for University of Northern Colorado Events.

Your event has been submitted for review prior to being posted on the calendar. You will be
notified again when the event has been reviewed by an administrator. Thank you for using
the calendar.

You can modify or remove your request by signing in at https://calendar.unco.edu/login.

Dude Solutions, Inc. 11000 Regency Pkwy, Suite 110, Cary, NC 27518
Powered by: Event Publisher by Dude Solutions

**This message originated from outside UNC. Please use caution when opening attachments or following links. Do not enter your UNC credentials when prompted by external links.**

Do you need to modify your event? Easily log back into the calendar and click on your
event in the Pending section where you can then modify your event prior to and/or
after it is published to the calendar.

Questions? Email Katie-Leigh Corder at katieleigh.corder@unco.edu, or
Nate Haas at nate.haas@unco.edu



mailto:katieleigh.corder@unco.edu
mailto:nate.haas@unco.edu

