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VCUarts New Events Calendar Documentation
1. Event Submission (for approval)
From the events calendar landing page, click on the “Submit an event” link:

On this page, you may enter your event details. Please note that some fields are required and
others optional.
Event title and description are both required.
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While setting the event time and date, you have the option to schedule “all day events” or
multiple events.

Please note – if this is an ongoing event (such as an exhibition lasting several weeks), it’s more
efficient to schedule using the start date/end date choice, rather than using the “schedule
multiple events” option. This should be reserved for events that do not repeat daily, such as an
event series.
Uploading images
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When uploading an event image – please keep the following points in mind.
1. Try to avoid text on images, and if you must include it, try to keep it brief – no more than a
few words and you must include the same text on the image in the event description field (to
meet VCU accessibility standards).
2. If you are using text on images, please ensure that it is legible, especially for users on mobile
phones. Often small text will be illegible for mobile devices.
3. You must own the rights (or have permission) to use the image on the calendar.
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Other fields are available to submit information – including event categories and tags. You may
select from a pre-populated list of popular terms.
Venue details will generate a Google Maps link on the published event. If a venue is not in the
system you may create it from this field provided you have the venue address. Additionally,
organizers may be added. This will provide contact information for external audiences.
For event costs, if the event is free, please leave the field empty.
After you click submit event it will be reviewed by a calendar editor. Should they have any
questions, they will contact you at the email address provided.

2. Event Approval (for calendar editors)
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Calendar editors are charged with reviewing and approving event submissions before
publishing to the calendar.
Events that have not yet been approved are tagged as “pending” events in the events calendar
dashboard.
To view events, login to the Calendar at (https://arts.vcu.edu/calendar/wp-admin). Or click the
“Login” link on the calendar page (arts.vcu.edu/calendar)

Once you are in the dashboard, click on the events link on the left-hand of the page
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This will bring up a listing of all events on the calendar. If you need to review or edit events that
have already been published, this is the best way to find them. You will see on the next screen
that you can filter and sort by a number of criteria, such as title, organizer, venue, start and end
date, etc. In addition, the “search events” field will let you search event descriptions.

To view submitted events, click on the “pending” heading or bookmark this link:
https://arts.vcu.edu/calendar/wp-admin/edit.php?post_status=pending&post_type=tribe_eve
nts

This will filter the list of events to only those that have been submitted and are awaiting
approval. Click on the event title to review the event submission.
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In the dashboard editor there are a number of fields pre-populated from the event submission
form. It’s recommended to review the following, in particular, before submission:
1. Is the event description complete? Formatted correctly, including adding lists, bold text
where appropriate, and hyperlinks?
2. Is the time and date correct for the event?
3. Is the event tagged appropriately?
4. Does the event have an appropriate “Featured Image” that meets the image requirements
outlined earlier this in this document?
5. For event options – should this be listed as a “feature event”?
Note: “Feature events” appear in the featured events rotator:

Once an event has been reviewed, to add it to the public-facing calendar simply click the
“publish” button.
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Congratulations! Your event is now published!
To edit an event after it’s been published, click on the “edit event” link on the webpage you just
created to return to the dashboard:

