
How to set up your personalized UTC Events Feed 
 
UTC events feeds are weekly emails communica�ng upcoming events based on your interests. You can create an 
unlimited number of event feeds. 
 

1. Navigate to calendar.utc.edu. Log in or sign up using your UTC ID. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Once logged in, click the drop down next to the Power C icon or profile picture in the top right corner of the 

screen. Select Dashboard.  
 
 
 
 
 
 
 
 
 
 

 
 
 

3. Click on the buton labeled Create a UTC Events Feed for Your Inbox. You will be taken to the Create a UTC Events 
Feed page.  

 
 
 
 
 



The Create a UTC Events page is comprised of three sec�ons: General Informa�on at the top, Content (events you want 
included in your feed) and Excluded Content (events you don’t want to see). 
 
General Informa�on is divided into five subcategories. 

• Ac�ve check box – If le� unchecked, your feed 
will be saved but not ac�ve. You can go in and 
ac�vate a saved feed at any �me. 

• Title – What you want your feed to be called. 
Ex. Library Events - Test News Feed 

• Send day – Day of the week do you want to 
receive an email with your personalized UTC 
events feed. Ex. Monday 

• Number of results – This defaults to 50, but you 
can input any number up to 50. This 
determines the maximum number of events 
that will show up in your personalized events 
feed. 

• Days ahead – Determines the number of days 
in advance you can see events. Ex. 365. This will 
display all library events (up to 50) in the next 
365 days. 

 
Content determines the kind of events you will subscribe to in your 
feed. This sec�on is divided into nine sec�ons. To see events from 
all categories, leave all fields blank. All sec�ons below are 
con�nually being updated. Reach out with ques�ons at 
eventscalendar@utc.edu. 

• Groups – These are different groups on campus. Ex. UTC 
Parent and Family Associa�on 

• Departments – Various offices and departments on campus. 
Ex. UTC Library 

• Places – Buildings, structures and physical loca�ons on 
campus. Ex. UTC Library 

• Event Type – Format of on-campus event. Ex. Orienta�ons 
• Topic – Subject or nature of an event’s content. Ex. Diversity 

& Inclusion 
• Audience – Describes the intended audience for an event. 

Ex. Prospec�ve Students 
• Keywords and tags – These are free text labels. Keywords 

and Tags are effec�vely the same, but they give the user the 
ability to search for criteria that might not be covered in the 
event categories. Keywords and tags should be separated by 
commas Ex. Power C Tour or Free food 
 
 
 
 

mailto:eventscalendar@utc.edu


• Three checked boxes 
o Only show Featured and Sponsored check boxes – Show only featured and sponsored check boxes. Will 

include featured event content matching all other criteria designa�ons above. 
o Include All Matching Instances – Include all matching instances. The default events feed will show only 

the first occurrence of a recurring event. To see all events within a recurring series and specified date 
range, check this box. 

• Content must match box – Click the drop-down menu to select an op�on. If selected, the criteria will include 
only events that exactly match your selec�on. Matching criteria must be selected above in the format for this to 
func�on. 

 
4. Excluded Content – This sec�on is made up of 4 categories: keywords and tags, event type, topic, audience. 

Any details filled out in this sec�on will prevent events with matching content from showing up in your 
personalized UTC events feed.  

 
5. Click Save Changes.  

 
a. When your selec�ons are saved, a pop-up box with a confirma�on will appear.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To confirm, modify or remove your events feed, take the following steps.  

1. Return to your user dashboard.  
 

2. Find the sec�on that reads: To modify or remove no�fica�ons and event feeds, please go here. Click on the 
hyperlink. 

 
 
 
 
 
 
 
 
 



3. Switch to the event feeds view. Here you can check (or uncheck) if you want a specific digest to be ac�ve, click 
into preexis�ng feeds to edit the criteria or create a new events feed. 

 
 
 
 


