University Event Calendar - Client Processes

Creating Event Calendars

An officially recognized representative of a university department or unit may request a new event calendar be created by emailing events@txstate.edu and specifying the following: 

1. Requested Name of the calendar
2. Sponsoring Department or Program

3. Department or Program Head 

4. Description of the event calendar 

5. A list of NetIDs and names of people who should be able to edit the calendar's events
6. Indicate whether to allow or disallow guest contributors 

An event calendar will be created and made available on the events calendar page (and in Gato, Texas State’s web content management system, sites via the calendar paragraphs – to be developed).

Individuals who are to receive editor access to the event calendar will be sent the event calendar training schedule and upon completion of training will be granted access.

Note: When a new calendar is created, the administrative head of the sponsoring department or program will be designated the event calendar owner.  Calendar owners may designate a Calendar Manager.  Requests to add or remove editors on the event calendar must be issued by the event calendar owner or manager. 

Adding and Removing Editors
To add someone to the list of people authorized to make changes to an event calendar, the calendar owner or manager should send an email to events@txstate.edu with the NetID and name of the person who should be granted editor access.  For security reasons, these requests must come from the designated owner or manager of the event calendar.

The individual who is to receive editor access to the event calendar will be sent the calendar training schedule and upon completion of training will be granted access.

To remove editors, the calendar owner or manager should send an email to events@txstate.edu with the NetID and name of the person to remove.  Calendar owners and managers are responsible for providing notification via email to events@txstate.edu of those editors (including student workers) who leave university employment.
Featured Events

Certain events within the calendar system may be designated as "Featured Events". Featured Events will appear in the Featured Events Calendar and may be eligible for inclusion in the Featured Events sidebar on the home page. (Determining which events are placed on the homepage is the responsibility of the University Marketing.) To quality as a Featured Event, the event must meet the following criteria: 

· Anticipated attendance of greater than 50 people 

· Event data must include an image
· The "Featured Event" indicator must be set
Registered Student Organization Events

Registered Student Organizations may request an event be published on the Student Organization Calendar by following the process defined in (link to page owned by Student Affairs).
Help

For help with or information about the University Events Calendar System contact events@txstate.edu.

Page 2 of 2

