
UNTHSC Event Calendar FAQs 
 
 
What is the goal of the UNTHSC Event Calendar? 
The Event Calendar is a centralized calendar of events for the HSC campus and community to see 
events on campus for informational or planning purposes.  The Calendar provides instant date, 
time and location and event description. 
 
Which department is responsible for the Event Calendar as a whole? 
Room Scheduling Office 
 
Where may the calendar be viewed? 
Initially on the Insite intranet home page while the calendar is being tested. When fully tested, 
it will also be added to the UNTHSC website. 
 
Is there just one calendar for all events? 
These five calendars comprise the overall calendar: 

 Student Events & Activities 

 Faculty Meetings & Development 

 Research & Innovation 

 Campus Events 

 External Group events 
Users have the option to view one, or all, of these calendars—depending on their interest. 
 
Who determines the content for each of these calendars? 
Each calendar has a calendar “owner” who makes the final decision about which events are 
most appropriate and of widespread enough interest to display on a particular calendar. Here 
are the departments in charge of each calendar: 

 Student Events & Activities calendar—Student Affairs 

 Faculty Meetings & Development calendar—Office of the Senior Vice Provost 

 Research & Innovation calendar—Office of the Vice President for Research 

 Campus Events calendar—Office of Brand and Communication 

 External Groups—Room Scheduling Office 
 
How do events get posted to the Event Calendar? 
The calendar is an extension of our EMS Room Scheduling software. When you book space in 
EMS, you are also asked to select an “Event Type.” The Event Type you select determines 
whether your event is forwarded to calendar owners who will determine if it should be 
considered for display on one or more of the calendars. The calendar owner’s department 
makes the final decision about which events are displayed.  

For instance, space booked under the Event Type of “Seminars” will automatically be 
forwarded to the owners of these calendars: Campus Events and Faculty Meetings & 



Development. Space booked under the Event Type of “Meeting” will not be forwarded to any 
calendar owner for consideration since they are not likely to be of widespread interest. 
 
How long will it take for calendar owners to decide whether to approve my event so it can 
appear on the calendar? 
Calendar owners have been asked to login and review potential calendar postings at least three 
times per week.  
 
So, I guess it’s very important that I select the correct Event Type when booking my space if I 
want my event to show up on the Events Calendar? 
Yes! We will post in Daily News the list of Event Types and which calendar owners they will be 
forwarded to so you can select the appropriate Event Type. The Room Scheduling Office has 
already adjusted the list of Event Types that can be chosen so they work more efficiently with 
the Events Calendar. 
 
Will a description of my event be included in the calendar? 
No. It is very important to be clear about the title of your event. For instance, instead of 
labeling your event as Info Session, you would want to specify “Benefits Info Session—open to 
all.” If the name/purpose of the event isn’t clear, we will not be able to add it to the calendar. 
 
What if I need to book extra time for set-up and tear-down for my event? 
You will need to book the extra time under a separate Event Type: “Set-up/Tear down.” Then 
book the actual event time separately under the appropriate Event type. If you don’t book the 
Set-up and Tear-down separately from the event itself, the calendar will show that your event 
begins when set-up begins and ends when tear-down ends. 
 
What is I am planning a virtual meeting, or a major off-campus event, that doesn’t require 
booking space through EMS? How can I get it listed on the calendar? 
Click “Add Event” on the calendar home page. It will bring up a form you can complete to 
request that your event be added to the calendars you select. 
  
What are some best practices for maximizing the chances that my event will be approved for 
the event calendar? 

1. Be sure the title/purpose of your event is clear. If the title is unclear, it can’t be added 
to the Events Calendar. 

2. Use the correct Event Type. 
3. Book space for your set-up and tear-down times separately using the Event Type “Set-

up/Tear-down.” Book space for your actual event times using the appropriate Event 
Type. 

 
What if I have more questions or suggestions? 
Please email Eventscalendar@unthsc.edu. 
 


