UCM EVENTS CALENDAR
SUBMISSION PROCESS

Main Information:

When inputting your event
information, you will include the
Event Title, Event
Description/Abstract, and
Status. When filling out the
Event Status, select the "Live'
option from the drop-down
menu, as your event is planning
to take place.

If the status of your event needs
to be updated, you may still
access/edit your event
information via your UCM
Calendar Account.

Main Info

Event Name REQUIRED

DESCRIPTION REQUIRED

BI U ::®

The event status can be changed at any time to reflect updates.

Status

+ Live
Canceled

Postponed
Sald Out

Schedule:

Here, the date, start/end time
are requested to properly
schedule your event in the UCM
Calendar system. If additional
dates or times are needed for
your event schedule, select
'Add Above to Schedule".

Location:

Under the'"experience" option a
drop-down menu will ask how
your event will take place. The
'in-Person" option will request
Building/Room information,
whereas the "Virtual" and
"Hybrid" will request any ZOOM
addresses to access your event,

Schedule

Start Date REQUIRED Start Time

Repeating
End Time -
Never

Summary
Enter a start date above

Add Above to Schedule

Location

Hybrid
+ In-Person
Virtual

Place

Room

Address

Additional Details:

You may include a Hashtag and
event welbsite, both are optional.

A Contact Email is required, as any
questions/information will follow the
email included.

Photo:

An event flyer, guest speaker
headshot, or event image can be
used for your submission. If you do
not have an image for your event,
a selection of UCM stock images is
available for use as well!

Filters:

Here, event specifics will be
requested to best promote your
event and reach audiences of
intferest. Completing this section will
help provide more quick-to-read
information to all browsing the UCM
Calendar.

Additional Details

Hashtag o Event Website

Contact Email

Photo

Drop here or[ Upload H Choose from Photo Library

Filters

Please select the appropriate event type, topic of your event and audiences
that might be interested in your event. You can select multiple audience types.
Please only select the group or department that is hosting the event.

Cancel Submit Event
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