How to Submit an Event to an IU Northwest
Events Calendar

Introductory Notes:

Please Note: adding an event to a campus Event Calendar does not “schedule”
the event or reserve any location. It just adds the event to a calendar others may
view. Please use the IU Northwest Event Scheduler to schedule a location and

other resources. After you have received an approval, use these directions to
submit a request for your event to be published on one of the IU Northwest
calendars. If your event does not require a room reservation or other resources,
you can submit your event to a calendar without using the Event Scheduler.

Descriptive and complete entries are key to maintaining a robust and useful tool
for all campus users, and for securing strong attendance at the events you are
advertising. Please review our Event Calendar Best Practices to ensure your

submission contains all the information needed by Calendar Approvers and to
ensure you are providing your audience with complete and engaging information
about your event.

For additional guidance in developing calendar entries, which may also be
considered as “news releases” to be sent to local media outlets, refer to our
Sample IU Northwest News Release and coordinate with the Office of Marketing

and Communication well in advance of your event.


http://webdb.iu.edu/iun/EventSchedule/
http://www.iun.edu/technology/web/wcms/
http://www.iun.edu/technology/web/wcms/
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How to Submit an Event to an IU Northwest Events Calendar

Please Note: adding an event to a campus Event Calendar does not “schedule” the event or
reserve any location. It just adds the event to a calendar others may view. Please use the IU
Northwest Event Scheduler to schedule a location and other resources. After you have
received an approval, use these directions to submit a request for your event to be published
on one of the IU Northwest calendars. If your event does not require a room reservation or
other resources, you can submit your event to a calendar without using the Event Scheduler.

IU Northwest Featured Events ™  All Campus Events Activities  Official Dates All Calendars

[ Aug | Arts & Sciences Building Dedication [ hg | Behind the Badge: A Female &
and Ceremony and Concert Minority Perspective
25 2
4:00 PM 10:00 AM

Open your web browser, such as Internet Explorer, Firefox, Chrome or Safari.

IU Northwest Featured Events ™  All Campus Events Activities  Official Dates All Calendars

Go to the IU Northwest homepage: http://www.iun.edu . At
the bottom of the page the links for the different calendars. (4] May 2013 D

Su Mo Tu We Th Fr Sa

28( 29| 30 1 2 3 4
> 6 7 8 9 10 11

The full calendar opens. On the left side of the calendar are 12]| 13| 14| 15|16/ 17| 18
links to the other IU Northwest calendars. 19)| 20| 21]| 22| 23]| 24]] 25
(The first link goes back to the IU Northwest Homepage.) 26]| 27]| 28| 29| 30| 31]| 1
You may submit an event to any of the following: Day | Week | Month Today
e |U Northwest Student Events By Calendar
e |U Northwest Lectures, Meetings, IU Northwest

IU Northwest Official
Academic Dates

IU Morthwest Student Events

Conferences and Special Events

e |U Northwest Diversity, Equity and IU Northwest Diversity,
Multicultural Affairs E?%Fr};“ and Multicultural

IU Morthwest Alumni Calendar

IU Northwest Lectures,
Meetings, Conferences, and
Special Events

e |U Northwest Alumni

The calendar you selected opens. Click the submit event link
near the upper right corner.


http://webdb.iu.edu/iun/EventSchedule/
http://webdb.iu.edu/iun/EventSchedule/
http://www.iun.edu/
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INDIANA UNIVERSITY
NORTHWEST

|U Northwest Student Events

(O R e— submit event | sign in

o May 2013 o RedHawks Athletics Gym Unveiling

Su Mo Tu We Th Fr Sa

Monday, June 3, 2013 Faculty/Staff vs. Students
28 29| 30 1 2 3 4

5 6 7 8 9 10 11

IU NORTHWEST REDHAWEK ATHLETICS SAVANNAH
CENTER COURT UNVEILING VOLLEYBALL 4:00 -

12 13 14 15 16 17 18 5:30PM (BEST OF 5 GAMES, 2 MINUTES IN BETWEEN
10 20 21 27 22 24 25 EACH GAME) o 20 spots available on each team o

The Submit Event window opens showing four (4) tabs. An Asterisk indicates required information.
Complete the information on all four tabs before you click Submit.
(Please review the Event Calendar Best Practices before completing your submission. )

Overview tab:

e Event Name* (required): This will appear as the Title of your event in the calendar listing.

e Description: Type in a description with as much detail as you think participants will need. Think
of this as an advertisement. Or, you can copy and paste from an email or a document you
created using a program such as Microsoft Word. Keep your formatting simple.

e Your Name: Please enter your full name for the Approvers.

e Your Email* (required): Enter your university email address to receive notifications from the
Approver.

|U Northwest Student Events

Submit Event

=
Overview ime & Location Event Details Recurrence

Event Name*

Description

Your Name Your Email*



http://www.iun.edu/technology/web/wcms/
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Time & Location tab:

Submit Event

Overview Time & Location Event Details Recurrence

e Start* and End* Dates (required):

Clicking in the Start and End date boxes opens Clicking in the Start and End time boxes opens
clickable calendars or you may type the datesin.  drop down lists of times in 15 minute intervals.
0 Feb [x] 2012 March 2013 April 2013 o
&:00 am 9:00 am
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
12 12 e - 10:00 am -
3l sl sl 8l a] [3][ 4]l 5[ e[ 7l sl o [z s ol 0] aa]2][13 10:15 am
10| 11/ 12 13|} 14| 15| 16 10| 11| 12| 13{ 34| 15/ 16 14| 15 16 17 18 19 20
- - 10:30 am
17 18 19 20|21 22 23 17| 18| 19| 20| 21| 22{| 23 21||-22{|-23| 24||25||.26{ 27
24/ 25|26 27|28 24| 25 26 27|28/ 20|30 |28 29|30 10:45 am = EI
31 11:00 am

e Location box: (optional) Type in the location or click the Map it link to add a Google Map of the

location. The Choose a location window opens. /U Northwest will show as the default Campus.

In the Location drop down list, choose the correct IU Northwest building. Click OK to accept
your choices or Clear to start over.

Note: you can add the building room number after you click OK to return to the Time tab.

Ma? it

Location

Choose a location x
- 2

-’.L=,5.® Hawthorn Hall =

LR L 3400 Broadway
S Gary, IN 45408-1101 -

Indiang Liniversity
AlEmni Associaton = 5
. ® 2
Indiana
University £t A
MNorthwest
A @
LN };'-J-'I!'-l E: Map dats 22013 Google - Terms of Use Report 3 map error
U Location Address Foursquare Venue
Campus
IU Morthwest El
Location
select: El
Selected Location: Hawthorn Hall
Clear oK
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Event Details tab:

Submit Event

Chverview Time & Location Event Details Recurrence

e Contact Email: (required): If your department or group uses a “group” or “departmental” email
address, you may want to use that here. This is the email address guests will use if they have
questions about your event.

e Contact (optional): Name of the person guests can contact.

e Cost (optional): refers to whether or not there is a fee to attend. It is informational only.

e More Contact Info (optional): Good place for a phone number .

e Other Info (optional): Use as appropriate.

e Url: (optional): Is there a web page that provides additional information about the event or your
organization, or program? Enter it here and be sure to include the http:// part.

Recurrence tab:

Submit Event

Overview Time & Location Event Details Recurrence

Use the Recurrence tab only if your event repeats on a regular schedule, for example, every month.
Options vary depending on which Repeats button you choose. The default choice is Never—your event
does not repeat.

Special Note on events running for several consecutive days:

IU Northwest Student Events
If your event runs for

Submit Event seven (7) consecutive
days or less, you may use

overview Time & Location Event Details Recurrence
the Start and Stop dates

Repeats Details on the Time & Location
Never Repeats every | 1 day(s) tab to reflect the number
© Daily of days.
O wWeekly Ending
rz:l:ly ® amer(10 occurrence(s) However, if your event is

' by 07/01/2013 over seven (7) days, you

must use the Recurrence

tab to show the longer
repeat time.

7 never
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Submit Your Event:

After you review all your entries and choices, click the Submit button at the bottom on any of the tabs.

G

You will immediately receive an email asking you to confirm your submission. Your request will not be
sent to the calendar Approver until you respond to the email.

This procedure prevents spam messages from outside IlU Northwest. You must enter your own email
address to confirm you are the person submitting the event. Your email address here has nothing to do
with whom attendees should contact if they have questions. It just confirms who submitted the request
and then releases it to the Approvers for review. (You may also edit or delete your request at this point.)

|U Northwest Student Activities and Athletics

You've submitted an event
Event Title:

test

Start Time:

Tuesday April 16, 2013 08:00 AM

End Time:

Tuesday April 16, 2013 09:00 AM

Submitted to the following calendars:
IU Northwest Student Activities and Athletics (IU-NW-IUN-STUDENT-ACTIVITY)
*Your Email Address:

Please confirm that the above information is accurate:

After your event has been reviewed, you will receive another email to let you know whether your event
was accepted or rejected for publication on a calendar.

L 2K 2R
If you have any questions about Event Calendars, please contact the IU Northwest Support Center:

Hawthorn Hall 108 — iunhelp@iun.edu — (219) 981- H-E-L-P (4357)

L 2K 2K


mailto:iunhelp@iun.edu
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