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Using the University Calendar Application 
 
The University Calendar Application is the easiest way to maintain a calendar of 
upcoming events on your section’s website. Once the calendar has been 
created, a box of upcoming events will appear in the right sidebar of your 
section’s BUMC website. Clicking on each event will take the user to detailed 
event information, including location, date, time, web URL for more information, 
and contact info. This document provides instructions for managing your 
section’s University Calendar. 
 
To begin, visit the unique URL of your section’s calendar.  
 

If you do not know the URL or your section does not yet have a calendar,  
contact BU IT using the form at 
http://www.bu.edu/help/wordpress/#task=wordpress-get-help.  
 
Dept. of Medicine: 
http://www.bu.edu/phpbin/calendar/app/calendar.php?id=129 

 

 
 

To add an event to the calendar 
 

1. Click on “New Event” in the top navigation bar 
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2. This opens a form to enter the information for your event 

 
 

Notes about creating an event: 
- The Dept. of Medicine calendar does not use topics to classify events. DO 

NOT check any of the Topic boxes in the left sidebar. 
- If you do not know whether your calendar uses topics, contact Kate to ask 
- Clicking “Share this event with other calendars” will cross-post your event 

on the calendars that are set to share under the “Sharing” tab (info below) 
 
3. Once you have entered all the event information, click “Save” 
 
4. You will see the event information as it will appear on the website in detail 

view. Review it to make sure everything is accurate. 
 

 
 

5. If you have to make edits, click “Edit Event” in the upper righthand corner 
to return to the event information form (from Step 2) 
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To edit an existing event 
 
1. To edit an event, click on the event in the calendar to view the detailed 

info (it will look the same as in Step 4, above) 

 
 

2. Clicking “Edit Event” will open the event form. Change any of the 
information and hit “Save” at the bottom to commit the changes. 

 
To delete an event from the calendar 

 
1. While it is not necessary to delete events after the event has occurred, 

you may want to delete an event that has been cancelled.  
 
2. Click any event in the calendar to view the detailed info 

 
3. Click “Delete Event” in the top toolbar to delete the event 

 
4. A confirmation screen will pop-up asking if you’re sure you want to delete 

the event 
 

 
 

5. Clicking “OK” will remove the event from your section’s calendar as well 
as all calendars that the event is shared with. 

 
To add a new calendar administrator 
 
Any person with a BU username and password can add, edit and delete events 
from a section calendar with proper permissions. If you already have permissions 
to your section calendar and need to add a coworker to share the responsibility, 
follow these steps: 
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1. Click on “Options” in the top navigation bar 
 

 
 
2. Click on the “Access Control” tab within Options 
 

 
 
3. The top three options control access to the public view of the calendar. In 

most cases, you will want to keep the first option selected. If you have 
questions or think another option is appropriate, contact Kate Gilbert. 

 
4. Beneath the Access Control options appears a list of current users and 

their permissions. Check first to see if the user you want to add already 
has permissions for the site. 
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5. To add a new user, add the BU username to the “Add User” box on the 

right 
 

 
 

6. All new users should have the permission level “Administrator”. This 
ensures that they will be able to add events, edit events, delete events 
and add new users.  

 
To remove a user from editing the calendar 
 
In rare instances, you may need to remove a user’s access to the calendar. This 
may happen if a colleague has switched sections or left the university.  
 

1. Click the checkbox next to the user’s name and then click “Remove” at 
bottom 

 

 
 

2. Make sure to click “Save” at the bottom of the screen to commit changes 
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Calendar sharing options 

You may share some or all events in your calendar with other calendars. When 
events are entered into your calendar, they will automatically appear in calendars 
you are sharing with.  

Remember, it takes two to share: The receiving calendar must also accept & 
include your events before they appear in their calendar.  

 

 
 
 


