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Introduction

Information Technology Service (ITS) provides an internet calendar for all staff and student to subscribe
and display events in their own calendar application. They can also enquire through HKU Event calendar
web query.

The HKU Event Calendar supports internet calendar events at 3 levels,

1. University-wide events
These include admission talk, career talk, conference, exhibition, etc.

2. Faculty or department events
These are events published by authorized faculty or department event publishers to specific
user(s) or group(s)’s internet calendar, for example, staff/student of faculty/department, year-1
students.

3. Personal events
These are lecture timetable, tutorial timetable and examination timetable for students,
as well as RPg progress report submission due date for students and their supervisor. it
also include the university holiday.
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1. Department Administrator Guide
1.1 Getting Started

To administer your faculty or departments events and publish the, to the desired group of students or
staff, please login HKU portal and go to My Page > Manager Self Service > IT Services > HKU Event
Calendar

1.2 Workflow Diagram

Save draft

Published Event
displayed in

Create Event —
input the event

Preview draft Publish

event

information iCalendar

L

Modify

An email notification send
to all dept admin with the
event information

1.2 Create Event

= HKU Event Calander

Select E at the top-left hand corner.

The left menu would be shown as below:

= HKU Event Calander - Event List

Create New Event

Event List

Pending Approval
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Select on the left menu. The page of “Create New Event” would be shown as below:

=  HKU Event Calander - Create New Event

1 Event Title

2 Event Type 3 Event Category

4 Event De
Event Schedule
5 Event Location 6 start Date/Time 7 End Date/Time 8 910
1.Event Lo 16/0412019 1445 [ 1610412019 14-45 [ mE 1+]
If you have a web page related to this event, you can put the URL of the web page here (optional)
11Event URL
If you have a poster or a picture of this event, you can upload the file here.(optional)
12 No file chosen
13 14

The event title is required to input for New Event.
The event type is required to select for New Event.

el

The event detail is optional.
The event schedule supports input of multiple entries.

The event location is optional.

Start date/time is required to input.

End date/time must be later than start date/time.

If the check box is checked, it represents it is all-day event.

O N W

Whole day event

€O

SAVE AND GO TO NEXT PAGE

The event category is required to select for New Event, which is dependent to event type.

9. Iftheiconisclicked, it repeats the target event schedule to next 7 days.

Repeat this event schedule to next 7 days

Here is the example.
Event Schedule

Event Location

1.Event Location 16/04/2019 1445 [

Start Date/Time

Event Location 2310412019 14:45 [3]

End Date/Time
1610412019 15.45 [ g 4+)
23/04/2019 15:45 [T mE 2 +] )

If the new row is added, it appears the remove icon e at the end.

10. If the icon is clicked, the new row will be added.
11. The event URL is optional.
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12. The event picture is optional. If you want to upload the picture, please click the button
Chogse File | Mo file chosen .

13. Click save button to save the draft.
14. Click save and go to next page button to go to target user group page.
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The page of “Target user group of staff and students” is shown as below:

=  HKU Event Calander - Target user group of staff and students

21
Please select the target user group: Event ID: 10000008
1 3
Staff Student
2 @ Al staft 4 All Students (UG, TPG and RPg)

O List of departments 5 Undergraduate(UG) students

All departments e 6 [ AlUG students

7  Listof curriculums
All curriculums e
8  Yearlevel
OaAal O1" O2 O3 O4 Os5 Os OF7
9 [0 Taught Postgraduate (TPG) Students
10 O AITPG students
11 Listof curriculums
All curriculums e
12 Year level
OaAal O1" O2 O3 O4 Os5 Os OF7
13 [0 Research Postgraduate (RPg) students
14 O mPhi [J PhD [O SD
15 List of departments

All departments e

16 [ List of courses enrolled by students

All courses e
17 18 19 20

1. Administrators can select the target user group for Staff.
2. Choose All staff or select multiple departments.
Q Al staff

(O List of departments

Engineering - All e
departments

A list of departments is available for selection; one or more departments can be selected by

clicking the icone.
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Nowu s

Faculty/Department staff

Faculty/Department staff

All departments

<
Q
®
O

If you want to remove added rows, please click the icone.

Information Technology Services

@® List of departments
All departments e

Information Technology Services e e

Administrators can select the target user group for Student.

For Student, they are differentiated by All Studeots, Undergraduate Students, Taught
Postgraduate Students and Research Postgraduate Students. Also it can select the list of courses
enrolled by students.

Select all students (UG, TPG and RPG).
Select Undergraduate (UG) students.

Select All UG students

Select multiple curriculums for UG students.

List of curriculums

Engineering - All curriculums e

A list of curricula is available for selection; one or more curricula can be selected by clicking the

icone.

< UG Curriculum List

Course Name

Engineering - All curriculums

Engineering - Bachelor of Science in Engineering (04)

Engineering - Bachelor of Engineering in Computer Engineering (172)
Engineering - Bachelor of Engineering in Electrical and Electronic Engi...

Engineering - Bachelor of Engineering in Mechanical Engineering (175)

Engineering - Bachelor of Engineering in Electronic and Communicatio
Engineering - Bachelor of Engineering in Industrial Engineering and Tec.
Engineering - Bachelor of Engineering in Logistics Engineering and Su

Engineering - Bachelor of Engineering in Electrical Engineering (212)

Q
®
O
O
O
O
O Engineering - Bachelor of Engineering in Information Engineering (187)
)
O
O
O
@)

Engineering - Bachelor of Engineering in Medical Engineering (213) <

If you want to remove added rows, please click the icone.
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Engineering - Bachelor of Engineering in Computer Engineering (172) e

Engineering - Bachelor of Engineering in Industrial Engineering and Technology Management (193) e g

8. Select Year Level for UG students.

Year level

OaAar O O2 O3 O4 Os 0Oe6 0O°F

9. Select Taught Postgraduate (TPG) students
10. Select All TPG students.
11. Select multiple curriculums for TPG students.

List of curriculums

Engineering - All curriculums e

A list of curricula is available for selection; one or more curricula can be selected by clicking the

icone.

< UG Curriculum List

Course Name

Engineering - All curriculums

Engineering - Bachelor of Science in Engineering (04)

Engineering - Bachelor of Engineering in Computer Engineering (172)

Engineering - Bachelor of Engineering in Electrical and Electronic Engi

Engineering - Bachelor of Engineering in Mechanical Engineering (175)

Engineering - Bachelor of Engineering in Electronic and Communicatio

Engineering - Bachelor of Engineering in Industrial Engineering and Tec.

Engineering - Bachelor of Engineering in Logistics Engineering and Su...

Engineering - Bachelor of Engineering in Electrical Engineering (212)

Q
®
O
O
@]
O
O Engineering - Bachelor of Engineering in Information Engineering (187)
O
O
@]
O
o

Engineering - Bachelor of Engineering in Medical Engineering (213) -

If you want to remove added rows, please click the icone.

Engineering - Bachelor of Engineering in Computer Engineering (172) e

Engineering - Bachelor of Engineering in Industrial Engineering and Technology Management (193) a Q

12. Select Year Level for TPG students.

Year level

OAl O O2 O3 O4 Os Os OT

13. Select Research Postgraduate (RPG) students.
14. Select MPhil, PhD or SJD.

0 MPhi [J PRD [J SJD
15. Select multiple departments for RPG students.

List of depariments

Engineering - All departments e

A list of departments is available for selection; one or more departments can be selected by
clicking the icone.

Page 10



rpg Department List

Course Name

All departments

pa
Q
®
®)

If you want to remove added rows, please click the icone.

Information Technology Services

All departments e

Information Technology Services e e

16. Select multiple courses enrolled by students.

[ List of courses enrolled by students

Engineering - All courses e

A list of courses is available for selection, select one or multiple courses by clicking the icone.

Q,  Course Name

O Allcourses

@ Information Technology Services - All courses

If you want to remove added rows, please click the icone.

Information Technology Services - All courses e

All courses e e

17. Click the back button T o g0 previous page.
18. Click the reset button to clear all the input data.

19. Click save button to save the draft.

20. Click save and go to next page button to go to preview page.
21. The new event ID is shown.

*Remarks: The target user group for student is dependent the role security of Central Admin,
Faculty Admin and Department Admin. The list of department and courses for selection are
dependent the user security. They would not select the data beyond their security.

The above target user group is based on the role security of Central Admin.
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The Preview is shown as below:

=  HKU Event Calander - Preview
1

Event ID:

10005692

Event Title: test
Event Type: University-wide events
Event Category: Admission Talk
Event Details:
Event URL:
2
Event Location Start Date/Time End Date/Time All day
15/04/2019 17:10 15/04/2019 17:15 No
2210412019 1710 22/04/2019 17:15 No
3

All Staff

Target User

Full time / part time: Part Time
Department:
Department of Civil Engineering

Department of Computer Science

No

vk wnN e

4 5

This table shows the event information.

This table shows the event schedule.

This table shows the target user group.

Click back button to go back the previous page.

If administers are approvers, the Publish Event button will be shown, which means they can
submit and approve the event simultaneously.

If administers are submitters only, the Submit Event button will be shown, indicating that the
event needs approval.

When Publish Event button is clicked, the page will redirect to Event List page and the status will
be ‘Published’.

When Submit Event button is clicked, the page will redirect to Event List page and the status will
be ‘Pending Approval to Publish’.

If administers leave the Create New Event page without clicking Publish or Submit Event button,
the status will be ‘Saved’.
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1.3 Event List
For submitters, you can view your submitted events and their status.

For approvers, you can view your department’s submitted events and their status.

= HKU Event Calander

Select E at the top-left hand corner.

The left menu would be shown as below:
— HKU Event Calander - Event List
Create New Event

Event List

Pending Approval

Event List

Select on the left menu. The page of “Event List” would be shown as below:

=  HKU Event Calander - Event List

Event ID Event Titls Event Type Event Category Status

China Studies Field Trip: Harbin and Heihe,

10000008 Heilongjiang Province Eig T SrsTEHE 2 University-wide events Field Trip Saved
TR E 2 R

10000006 Statistical Learning for Personalized Wealth University-wide events Conference Pending Approval to Publish
Management

10000005 JUPAS Information Week University-wide events Admission Talk Published
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There are 7 different statuses in the system.

Status Meaning Action Remarks
Published The event is already published | To remove the event The target user can view the
published event in their
calendar.
For published event,
administers can remove
them.
Pending The event is pending for To approve and publish | If the event is approved, the
Approval to approval of publishing the event OR target user can view the
Publish To reject publishing the | event in their calendar.
event If the event is rejected, the
target user cannot view the
event in their calendar.
Reject to The event has been rejected None The target user cannot view
Publish to publish and cancelled the event in their calendar.
Removed The event is removed None The target user cannot view
the event in their calendar.
Reject to The event has been rejected None The target user can still view
Remove to remove the event in their calendar
Pending The event is pending for To approve to remove | If the event is approved, the
Approval to approval of removal the event OR target user cannot view the
Remove To reject removing the | event in their calendar.
event If the event is rejected, the
target user can view the
event in their calendar.
Saved The event is saved as draft To modify the event The target user cannot view

the event in their calendar.

How many records would be shown in event list?

It depends on administrators’ role security. If an administrator is a submitter only, he or she only sees its
own record. There is no User column.

=  HKU Event Calander - Event List

10000007

10000006

10000005

Bargaining and Time Preferances: An
Experimental Study

Statistical Learning for Personalized
Wealth Management

JUPAS Information Week

University-wide events

University-wide events

University-wide events

Conference

Conference

Admission Talk

Saved

Pending Approval to Publish

Published

If an administrator is an approver, he or she can see all the records of the department. There is User

column.
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= HKU Event Calander - Event List

Event ID Event Title Event Type Event Category Status User
Bargaining and Time
10000007 Preferences: An University-wide events Conference Saved Kwan Chung Man Ben
Experimental Study
Statistical Learning for
10000006 Personalized Wealth University-wide events Conference Pending Approval to Publish Kwan Chung Man Ben
Management
10000005 &Jezis Information University-wide events Admission Talk Published Kwan Chung Man Ben
10000004 Exhibition 2019 Faculty/Department events Exhibiticn Published Leung Gary Wing Tong
10000003 ITS Exhibition 2019 Faculty/Department events Exhibition Published Leung Gary Wing Tong
10000002 ITS Conference 2018 Faculty/Department events Conference Published Leung Gary Wing Tong
10000001 ITS Conference 2019 Faculty/Department events Conference Published Leung Gary Wing Tong

When an administrator click the row of event, it will redirect to event list details.

=  HKU Event Calander - Event List

Event ID Event Title Event Type Event Category Status

10000007 Bargaining and Time Preferences. An University-wide events Conference Saved
Experimental Study

10000006 Statistical Learning for Personalized University-wide events Conference Pending Approval to Publish
Wealth Management

10000005 JUPAS Information Week @ University-wide events Admission Talk Published
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The Event List Details is as below:

=  HKU Event Calander - Event List Details

1
Event 1D: 10000005
Event Title: JUPAS Information Week
Event Type: University-wide events
Event Category: Admission Talk
Event Detail: On May 14 - 20, JUPAS Information Week targeting 2019 JUPAS applicants will be held at HKU campus. The information week aims to provide JUPAS candidates the
latest admissions and interview requirements as well as essential information on HKU faculties and programmes. The Week will cover the following topics: Latest programme
admissions updates; Programme structure and career prospect; Interviews requirements and tips; Student experience sharings; Facilities tours, Lab visits, etc. Take this chance to get
the most updated JUPAS admissions information and programmes at HKU!
Event URL:
2
Event Location Start Date/Time End Date/Time All Day
14/05/2019 15:20 20/05/2019 15:20 Yes
3
Target User: Staff
All Staff: Yes
Department:
4 S
For 2019 JUPAS Applicants
May 14-20, 2019
INFORMATION WEEK
Admissions Talk, Student Shering,
Campus Tour Lat Visit and more ot HKU i
5 6
T
1. This table shows the event information.
2. This table shows the event schedule.
3. This table shows the target user group.
4. The event picture would be shown in this area.
5. Click back button to go back the previous page.
6. If administrators are submitters only, the Submit to Remove Event button will be shown, which

means the event is needed to be approved.

If administrators are approvers only, the Remove Event button will be shown, which means they
can submit and remove the event together.

When Remove Event button is clicked, the page will redirect to Event List page and the status
will be Removed.
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When Submit to Remove button is clicked, the page will redirect to Event List page and the
status will be Pending Approval to Remove.

1.4 Pending Approval

Only Approvers view the Pending Approval.

— HKU Event Calander

Select E at the top-left hand corner.
The left menu would be shown as below:

HKU Event Calander - Event List

Create New Event

Event List

Pending Approval

) Pending Approval .
Select &= ki on the left menu. The page of “Pending Approval” would be shown as
below:
=  HKU Event Calander - Pending Approval
Event ID Event Title Event Type Event Category Status User
Statistical Learning for Kwan Chung
10000006 Personalized Wealth University-wide events Conference Pending Approval to Publish Man Ben
Management

When an administrator click the row of event, it will redirect to event list details.
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= HKU Event Calander - Pending Approval Detail

Event ID: 10000006
Event Title: Statistical Learning for Persenalized Wealth Management
Event Type: University-wide events
Event Category: Conference
Event Details: Speaker: Dr. Yingying Li Associate Professor Department of ISOM and Department of Finance Hong Kong University of Science and Technology Abstract - We establish
a statistical leaming framework for personalized wealth management. A high-dimensional Q-learning methodology is proposed for continuous decision making. The proposed method is
shown to enjoy desirable oracle properties and facilitate valid statitical inference for optimal values. Empirically, the proposed statistical learning methodology is exercised with Health
and Retirement Study data. The results show that the proposed personalized optimal strategy can improve individual's financial well-being and surpasses benchmark strategies under 2
consumption based utility framework. This is joint work with Yi Ding and Rui Song.
Event URL: https:/fwww.foe hku.hk/events/seminar/statistical-leaming-for-persenalized-wealth-management-by-dr-yingying-li
Event Location Start Date/Time End Date/Time All Day
KK 1303, KK Leung Bldg 22/05/2019 14:30 22/05/2019 16:00 No
Target User: Staff
All 3taff: Yes
Department:
Reject Reason:
Reject Reason

BACK APPROVE TO PUBLISH EVENT REJECT TO PUBLISH EVENT

This table shows the event information.

This table shows the event schedule.

This table shows the target user group.

The event picture would be shown in this area.

An administrator can input the reject reason.

Click back button to go back the previous page.

If Approve to Publish Event is clicked, the event will be published.
If Reject to Publish Event is clicked, the event will be rejected.

PNV R WNRE
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2. Staff and Student User Guide
2.1 Getting Started

Interested staff can enquire on relevant HKU events or select interested events for subscription to their
own calendar application via the HKU Portal. Please login HKU portal and go to My Page > Campus
Information Services > Central IT Services > HKU Event Calendar.

For students, please login in HKU portal and go to My Page > SIS Menu > Self Services > HKU Event
Calendar.

2.2 Staff and Student HKU Event web enquiry

=  HKU Event Calander

2 3 ___
today < > Select Date May 17, 2019 d;ay week = month
Please select your event criteria
Events 8am 9am 10am 11am 12pm 1pm 2pm 3pm 4pm Spm 6pm Tpm
UniverSity-Wide events ¥ University-wide events
[GAdmission Talk Admission Talk 6

Conference

¥ Faculty/Department events

[Conference

HFaculty/Department events
Conference
Conference ¥ Personal events

[ZPersonal events Tutorial Timetable

Lecture Timetable
[ETutorial Timetable
4 »

MLecture Timetable 4 5
RESET UPDATE

1. Select your event criteria
2. Default is today’s event. You can select another date.
3. Default is day calendar. You can show your calendar by week or by month.
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]

= HKU Event Calander

today Coda>. Select Date May 2019 day

Please select your event criteria

Sun Mon Tue Wed Thu Fri Sat
FUniversity-wide events - B - 1 2 3 4
AAdmission Talk
iConference
5 6 7 8 9 10 1
MFaculty/Department events
i Conference
12 13 14 15 16 17 18
HPersonal events
M Tutorial Timetable
WLecture Timetable 19 2t 21 2 2 2 2
26 27 28 29 30 31

If you do not select “Admission Talk”, the event would be crossed.

= HKU Event Calander

today Gl Select Date May 2019 day

Please select your event criteria

Sun Mon Tue Wed Thu Fri Sat
HAUniversity-wide events - - - 1 2 3 4
[[JAdmission Talk
¥Conference
= 5 [ 7 8 9 10 1
EFaculty/Department events
WicConference
12 13 14 15 16 17 18
EPersonal events WELAT LT UL o ™ o™ " 7 7 S S S P
M Tutorial Timetable
WLecture Timetable 19 & 21 22 2 24 2
[UPAS infomation W
26 27 28 29 30 31

RESET UPDATE

If you press “Update” button, the “Admission Talk” would not be shown in your device.
Reset your event criteria.

Save and update your event criteria

Mouseover the event, the event details will be shown.
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JUPAS Information Week
Date: 14/05/19 - 20/05/19
Time: Full Day

Venue:

[For 2009 JUPAS Applicanis

May 14-20, 2019
INFORMATION WEEK

Adnigsions Talk, Studedn! Sharing.
(Campus Tour, Lalb Visit, snd more 8l KU

Detail: On May 14 - 20, JUPAS Information Week targeting
2019 JUPAS applicants will be held at HKU campus. The
information week aims to provide JUPAS candidates the
latest admissions and interview requirements as well as
essential information on HKU faculties and programmes.
The Week will cover the following topics: Latest programme
admissions updates; Programme structure and career
prospect; Interviews requirements and tips; Student
experience sharings; Faciliies tours, Lab wisits, etc. Take
this chance to get the most updated JUPAS admissions
information and programmes at HKU!
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2.2 Subscription Setting

— HKU Event Calander

Select E at the top-left hand corner.
The left menu would be shown as below:

— HKU Event Calander

My Calendar

Subscription Setting

Sl S on the left menu. The page of “Subscription Setting” would be shown as

= HKU Event Calander - Subscription Setting

Enable Internet Calendar: 1 »
Specify the period of time that calendar events will be synchronized to your calendar app 2 One month
Subscription URL :hﬂps.a’fesddw.hku hi/evenicalendar/servieVGellCSHoken=d1 £~ :e 37-°1797"" "7 7 47y 3 COPY

SAVE

To subscribe iCal in Outlock (desktop version), please take the following steps:

1. Go to Outlook’s ‘Calendar

2 Click "Home" tab

3. In the "Manage Calendars” group, click "Open Calendar"
4. Click "From Internet”

5. Enter the URL

6. Click "OK”

(Mote: If you have any troubles during subscription, you may browse Microsoft Support website: Subscribing to Internet calendar)
a

OUTLOOK (DESKTOP) ] ANDROID OTHER

1. Enable Internet Calendar; otherwise, the calendar would not be displayed in your device.
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2. Specify the period of time that calendar events will be synchronized.

<  Specify the period of time that calendar events will be sync...

@®  One month

Three month

One Year

O
(O  HalfYear
O

3. Copy the subscription URL and then paste the URL to your device.
4. Save the subscription Setting.

For Outlook Subscription Setup

Account Settings x

Internet Calendars
You can add or remove an Internet Calendar, You can select a calendar and change its settings.

E-mail DataFiles RSSFeeds SharePoint Lists [nternet Calendars Puplished Calendars Address Books

gﬂew 'Chgnge... XRemoue

Internet Calendar -
MNew Internet Calendar Subscription X

Enter the location of the Internet Calendar you want to add to QOutlook:

Example: webcal:/fwnww.example.com/calendars/Calendar.ics

Subscribed Internet Calendars are checked once during each download interval. This prevents your list from
possibly being suspended by the publisher of an Internet Calendar.

Go to Account Setting and select the tab of Internet Calendars.

Press New button and then Enter the URL copied from subscription setting.
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Send/Receive Groups x

& . & Send/Receive group contains a collection of Cutlook accounts and
(" 2 folders. You can specify the tasks that will be performed on the group
S .
during a send/receive,

Group Mame Send/Receive when

All Accounts Online and Offline MNew...

Copy..

Remave

Bename

Setting for group "All Accounts”

[~ Include this group in send/receive (F9).
Schedule an automatic send/receive every 30 2| minutes.

|:| Perform an automatic send/receive when exiting.
When Qutlook is Offline

Include this group in send/receive [F9).
|:| Schedule an automatic send/receive every | 30 > minutes.

Close

Afterwards, go to Send/Receive Groups to set the auto-update frequency.

For Google Calendar Subscription Setup

= Calendar TobAY < > September 2018
September 2018 ¢ > Sun Mon Tue Wed

2 3 4 5

26 7 28 23 30 31 1

GMT+DE
2 3 4 e 6 7 8
10am From URL
9 10 11 12 13 14 15
1 7 e 13 20 A 11am URL of calendar
23 24 25 26 27 28 29 |
30 1 2 3 4 5 6 12pm
[] m™ake the calendar publicly accessible
1pm
Add a friend's calendar You can add a calendar using the iCal format by its address.
New calendar

My calendars Browse calendars of interest

Other calendars From URL

Import

Gpm

Go to Google Calendar and add New calendar.

Enter the URL copied from subscription setting.

The change of update frequency is not supported in Google Calendar. It updates every few hours.
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For iPhone/iPad Calendar

eenne i[5 3:26 PM 10 LENW euven 15 5 3:126 PM 10 LUK wese IS 5 3126 PM 1O LAk
Add Account { ad ( t Other Cancel Subscription Next
. Server server.com.ics
IC'Oud Add Mail Account

Description  server.com.ics

8 Exchanae
B'J . ““i"‘“g" User Name
Add LDAP Account

L:U SW Add CardDAV Account e
el Use SSL
ad CalDA«.
_ YAHOO
; . | ol
% | Add Subscrib,,,

[ Other l

\

Add OS5 X Server Account

For iOS device, it can configure the update frequency.

-End -
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