HCC EVENTS CALENDAR

Access to the official University of Hawai‘i calendars is a breeze. This web
system allows you to create and submit events for publication to University
of Hawai'i calendars, including the HCC Events Calendar. Promote events of
student interest! Improve HCC campus communications! Enhance HCC
Recruitment and Retention efforts!

It's easy to submit events:

1. At least 2 days in advance your event, go to the “HCC Events
Calendar” link on the HCC Student Homepage
(http://www.hawaii.edu/calendar/hcc/)

2. In the left menu under “Submit Events”, select “Login to calendar
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For security reasens. quit your web browser when you are
done accessing services thar require awthentication!

3. At “Web Login Service”, enter your UH e-mail username and password.

Login.

4. In the left menu under “Submit Events”, select “Create a New Event”.

5. Fill in the “Create a New Event” form. (To view detailed instructions
select “Getting Started” under the “Submit Events” menu.)

a.

Provide contact info for the event itself.

b. Specify the Location of the event. The default is Manoa.
C.
d

An image or PDF may be attached (size limit 256 KB, 72 dpi, ...).

. Submission Information Section:

- identify yourself as the submitter along w/ contact info.

- specify the calendar “ADD, HCC Events” if your target is the
HCC Campus. The default is the “System-wide Events
Calendar”.
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6. Select “SAVE” to save the form. The Event form will be stored under
“My Events” in the left menu for future edit/submission.

L=
File Edit VWiew Favorites Tools Help | '.,'
N r\_ . > 1A E
@ Back - -J - lj lﬂ Ij ) Search ( Favarites ﬁ‘} ‘ [\ A= y_;l - _J ﬁ ﬁ
Aedress [ ] http:fwwan hawai edujsite calendar/my.pho B E ‘ Links | @y -
-I-h U f H S _I_ Texd Version - Directory - Calendar I
e University of Hawai'i System
Ma luna a'e o na lahul a pau ke ola o ke kanaka AW
UH System | | Campuses Academics Research Technologv Libraries Arfs & Culture Community
Calendar Options My Events b
Calendar Views
Taday's events My Saved Events (Not Submitted)
All everts for December
Remain Calendar Role Start Date Event
emaining events for December
3 UUH Events Cwhner  MNow 16, 2006 Event-1 edit - delete
Submit Events UHEvents  Owner  Now16, 2006 Event2 edit delete
Getting started HGC Events  Owner  Now13,2006  Events Calsndar Test edit- delete
My events
Create & new event
Logout
4 | »
& [T [ ntemet 4

7. To edit an event, find the event in “My Events”, and select “edit” in the

8.

9.

right column.

After finalizing the event information, select “Submit for Publishing”.
This will forward the event to the system operator for approval.

Please allow 2 business days for event approval.

Once an event is published, it will appear under the "Live Events"
heading on your “My Events” page.
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