
Tip Sheet :: Placing Events on the Rhodes.edu Calendar 
 
1. Making sure your event hours display correctly 
 
In the new EMS, use Event Start Time and Event End Time to list the scheduled times for 
your event. Values entered into these fields will display as the event time on the 
Rhodes.edu calendar. 
 
If you want to reserve a space for a longer time, use the Setup Time and Cleanup Time 
fields to add time padding. Values are specified in minutes. 
 

 
 
In the example above, the event is scheduled from 7:00pm to 8:30pm, but the room is 
reserved in the EMS starting at 5:00pm. 
 
2. Making sure your event title and description display correctly 
 
Use the “Meeting Title” field to enter the exact title of your event as you want it to appear 
on the web site. There is no character limit for this field Use the “Description” field to 
enter details about your event. There is no character limit for this field. The field does 
allow the inclusion of HTML tags.  
 

 
 



3. Placing your event of the Rhodes.edu calendar 
 
Go to the “Publicity” tab (far right) for your event and check the box “List this event on 
Public Calendar.” Be sure to select a Calendar Category from the dropdown list. 
 

 


