NOVA SOUTHEASTERN UNIVERSITY

EVENT REGISTRATION OUTLINE

All events must be registered on the S.A.L.D. Calendar at:

WWW.SALD.NOVA.EDU
STEP 1:
Select S.A.L.D. Calendar

STEP 2:
Enter Event Date

STEP 3:
Enter Start Time

STEP 4:
Enter End Time

STEP 5:
If this event is weekly or monthly, select the repeat field.

STEP 6:
Enter Event Title

STEP 7:
Enter the following into the description field

1. Organization Name

2. Event Location
3. Number of attendees expected
4. Event Type (General Meeting, Social, Education, Training, Leadership, Cultural, etc.)
5. Contact Name and email
EVENTS MUST BE REGISTERED ON THE CALENDAR AT THE BEGINNING OF EACH SEMESTER IN AUGUST AND JANUARY.  EVENTS THAT ARE ADDED MUST BE REGISTERED AT LEAST 10 BUSINESS DAYS BEFORE THE EVENT.
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