HSC Events Calendar

Submitting an Event

1. Goto hsc.unm.edu
o Scroll down to Upcoming Events > Select HSC Events Calendar

& https://hsc.unm.edu

Patient Care Education Research

Hear your body loud and clear when it comes to thi

& Latest News £ Upcoming Events

Managing Epilepsy During Pregnancy HSC Committee Meeting

Nov 5§, 2018 November 6, 2018 - 8:30 AM

UNM Gives Prizes Meditation and Relaxation Group

Oct 29, 2018 November 6, 2018 - 10:30 AM

Rock Docs Bring Healing and Awareness Awareness Through Movement® - 4-week series
Oct 29, 2018 November 6, 2018 - 12:30 PM

UNM’s College of Pharmacy Hosting Caring for the LGBT Community Course
International Conference on Health November 6, 2018 - 1:00 PM
Effects of Toxic Metal Exposures T32 IDIP WIP Monthly Meeting (first Wed of the
Oct 28, 2018 Month)

November 7, 2018 - 1:30 AM

More HSC Newsroom

HSC Fvents Calenda

2. Select Sign In

HEALTH UNMAZ myUNM  Directory
d SCIENCES !

UNM He

3. Login

Enter your email and password to sign Create an account to view your favorite
into your account. events and events you have registered
for.
EMAIL:
LouieLobo@Salud.unm.edu FIRST NAME:
PASSWORD:
LAST NAME:
EMAIL:

By clicking Submit, you consent to the
Terms & Cond
Privacy Policy. PHONE:

SUBMIT
PASSWORD:

Forgot Password?
CONFIRM PASSWORD:

—— o ————

NOTE: If you have never submitted a calendar event: Fill out “Get Started”: First Name, Last Name, Email, Phone,
Password, Confirm Password, and Submit (will NOT auto authenticate with your HSC or UNM ID/Password)



https://hsc.unm.edu/

4. Go to the Side Bar at the left side of the page
o Select ‘Create An Event’

Event

Publisher

) CREATE AN EVENT

View Public Calendar
Events
Reports

Settings

Help

> kvents

%

Categories

Event Options

e of Event

)

Event Details

mary *

en is the Event? *

My Profile

Log Out

5. Fill out Name of Event and Event Details

1/06/2018

All Day

This event repeats

ezone

TC-07:00) Mountain Time (US & Canada)

to | 11/06/2018

(a)

Contact Images

Q

Attachments. Products Extras

250 remaining

Add a full description

Do not show end date / time

Survey

e

Y

(Include the Date and Time after the name (Event Name — dd/mm/yy — 00:00 am/pm)

Name of Event

Date of the Event:
Can be:

- Single day event,
- All day event,

- Or recurring event.

HSC Example event_11-6-2018_9:00AM

u W Event Details

Summary *

Event URL: can be
copied and emailed
to others.

Make this Event
Private: check
this box to
prevent public
from viewing

Whells the Event? *
11/06/2018 to | 11/06/2018

All Day This event repeats

Timezone

(UTC-07.00) Mountain Time (US & Canada)

Event URL

hitps:/lunmevents.unm edu/site/hsc/event/

Make this event private Highlight this event

Specify Publish/Unpublish Times

Do not show end date / time

v

Make this event unlisted

Specify Publish/Unpublish Times:
to control when your event is
visible to visitors on the calendar.

P
L
o

MARAG

4
Add a full description

NOTE: DO NOT
change TIMEZONE

/

‘;

mark event

as highlighted.

Summary: Include
important event
information.

Add a Full Description
if you need to add
additional
information and
hyperlinks.
Information can be
copied and pasted
from Microsoft
Word.

TE: DO NOT mark
event as unlisted.
listed events do not
ear on the calendar.

only way to view the

event details is to have
access to the event URL.




6. Fill out Categories and Keywords to help users search and find your event

u 4 Categories and Keywords

Categories

College of Pharmacy
of Population Health
prehensive Cancer Center

brary and Informatics Center

Keywords

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

(7]

7. Fill out Locations

ﬂ 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.

Select Specific
Building

Location List

> 200-HSC Domenici Center
228- NURSING & PHARMACY
234-Health Sciences Library and Informatics Center (HSLIC)
266-Health Sciences Services Building (HSSB)
Gallup Campus

Los Alamos Campus

You can type in
pecific room in the
earch space, select
DD: this will add a
emporary location
ot available from
he list.

NOTE:

reserve space.

- Always select North Campus (to ensure event request is NOT sent to UNM main campus)
- Including location in Calendar Event, does NOT reserve space. Please work with venue to

8. Provide your contact information in the event there are questions or concerns regarding
your event. Note: Please list full number (Ex:505-555-5555)

. W Contact

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

Name

Louie Lobo

Phone Number Extension

555-555-5555

Email Address
LouieLobo14@salud.unm.edu



9. Include Attachments with your event such as flyers, images and documents

W Attachments ©

Attachment
Maximum attachment size is 10 MB

Choose File | No file chosen UPLOAD MEDIA LIBRARY

10.Skip Registration and Products: NOT active at this time

11.Additional Event Information: select the intended audience. Hold the CTRL key to select
multiple lines

W Additional Event Information (7]
Use these fields to include additional event details.
Audience
Students
Faculty
Staff

Alumni -

12.Attached Survey: NOT active at this time

13.Select Save to resume working on later

14.Select Publish to send to Approver

s

Things to keep in mind when submitting events

e Make sure to proofread all event information

e Take into consideration who will view your event

e Submit event at a minimum of 48 hours prior to event

e Secure event space before creating event, listing location in submitted event does NOT
reserve space.



