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UNM-TAQOS ONLINE EVENT CALENDAR

Instructions to Submit an Event

STEP 1. Go to http://ucam.unm.edu/events/submit-an-event.html

STEP 2: Click on the Taos option

Submit An Event

Various groups on campus have their own calendars. If you wish to submit an event you will need to select the
appropriate calendar below.

The following Calendar currently allow event submissions

yyyyy

Research

by o willls S s
UNM Events Calendar UNM Health Sciences

STEP 3: Click the red button that says “Sign in using @unm.edu email address

UNM Main campus users or anyone with
an @unm.edu email account can sign in
by clicking the red button below.

SIGN IN USING @UNM.EDU
EMAIL ADDRESS

STEP 4: Login using your @unm.edu email and password

M THE UNIVERSITY OF
N J4+ NEW MEXICO
Sign-in below using either your UNM NetID or your

full @unm.edu email address.

UNM NetID

Password


http://ucam.unm.edu/events/submit-an-event.html
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STEP 5: The submission page will open. Hover your mouse over the left sidebar, and
you’ll see an option for “Create an Event”

Event
Manager

tion? To leain how o process payments using Event Publisher clck hizte. X More]

9 CREATE AN EVENT
3/29/2019 9/25/2019 £

0 AM £ fersion Select

STEP B: Fill out the fields with your event information.

Ba: event details

Event Manager”
System Default Form

Event I0: 517
Event Details

Event Name*

255 characters ramaining

(] Add a Full Description
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B6D: Enter location and time

e Under “Location Search” select “Taos Campus”.

e Scroll to bottom and go to page two to find the option for Taos Campus

e For repeating weekly/monthly/yearly events - once you enter in the date of the
15t occurrence, an option will appear for “Multiple Day Options” click on the
pencil to edit.

Location & Time

Chooseby  Locetion

Search & Select Locations
Locations You've Selected (0):

a .
No Locations selected
Check Availability 7 -
(#) Choose Dates:
() Repeat Weekdy [] AN Day (ANl Open Hours) ®
Choose an Available Time. ] Do ot publish the end date/time ®
2022 > February » 4th <>

@

[ This is a Featured Event
6am N

[ Specify Publish Date/Times

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

am Public Event

2]

o min

=]

Setup:

) min @
h Breskdown:  —— —— e

BC. Enter Contact Information for the event

Contact Information

[Full Mame
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STEP 7.

Upload photo, logo, or flyer

Pictures & Attachments &

(8 coosreonimns I

#Thiz document Iz for infernal and external use.
STEP 8: At the bottom of the page, click the blue “Submit” button

*=Raquired

STEP 10: rReview and Approval

e Once you click “Publish” you will receive an email confirmation, and BCAM will receive a notification
that a new event has been submitted.
e BCAM will review the event submission

e Upon approval of the event, you will receive an email notification that your event has been approved.

STEP 11: Verify your event appeared on the calendar

e When you receive this email confirmation, visit the Event Calendar page at
https://unmevents.unm.edu/site/taos/ to ensure it is visible.

Questions? Contact Theresa Mondragon at tmondra@unm.edu or Scott Gerdes at sgerdes@unm.edu



https://unmevents.unm.edu/site/taos/
mailto:tmondra@unm.edu
mailto:sgerdes@unm.edu
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Calendar Event Guidelines

Events must be sponsored by a UNM-Taos group, organization or department

Individual classes, class schedules, personal events or solicitations aren’t posted on the online events calendar
Images associated with an event should be no more than 300px wide.

Events are typically posted to the calendar within 48 hours of submission, excluding weekends.

Please submit an event as early as possible to get the most exposure, but not less than two weeks before the
event occurs.

Events are reviewed, edited and added to the calendar at the discretion of the calendar editor and
administrators.

Please review your submission carefully to ensure the information is complete and correct.

Submissions that are incomplete or contain excessive spelling and grammatical errors will not be approved.
Requests including inappropriate or offensive content or references to illegal activities will not be approved.



