How to add an event to the Friedman Calendar
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To add an event to the Friedman Calendar:

Event information

* Event I

1. From the Friedman Calendar click the “add |+
event” link in the upper right-hand corner suonte |

(see figure above). e

2. Complete the information about the event
including title, description, location and
dates. While filing out the form, if you have
any questions, click on the yellow question
mark next to a field to get information
about that field.

3. In order to avoid spam via the form, you
will be asked to re-type the code at the Category |- Select Category =]
bottom of the screen. The event cannot be tntended [} Seemtimended Fadierse -] @

Audience

submitted unless the code is entered .
properly and the required fields have been Leestion

Event

[ Select Gereral Location= =] @

filled. k| ¢
4. After reviewing your information, click the cost | @
Submit Event button. A pop-up window Shencor
appears indicating that the event is now Contact Information &
pending administrative approval. I—I C“N:.
[ contactohone
Your event should be reviewed and depending on | wsw =)
approval, should be posted within 48 hours. et
=
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To add an event to the Friedman Calendar and other Tufts calendars:

If you wish to submit an event that will be cross-posted to more than just the Friedman
Calendar, visit: http://events.tufts.edu/form.php (it is the “Submit a new event” link from

the main Tufts University calendar page).

1. Fill it out as noted above.

2. Make sure you select “Yes” to
have this event cross-posted to
additional calendar.

A new drop-down menu will
appear (see figure on right) and
you must select the Friedman
School option to have it appear
on the Friedman site along with
any other site.

3. This event will need to be
approved by the Tufts University
calendar administrators AND the
Friedman School (or whichever
other calendars you post to)
administrators.
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Hoke: This form @oes NOT make rooem reSenaBons for your ewent It just submits your event infermation

Tor publication on TuRs' web sile.
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