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Purpose 
How to unschedule an event.  

Related Policies and Regulations 
1. Nonacademic Scheduling Policy  
2. Spot Scheduling Guidelines 

 
Registrar's Sharepoint Site 

Impacted Departments 
1. Registrar’s Office 
2. HUB Event Scheduling  

Procedures 
1. From the Main Menu navigate to the Events tab 

 

1. Events tab 

http://staff.registrar.ucr.edu/Academic%20Scheduling/Forms/AllItems.aspx?RootFolder=%2fAcademic%20Scheduling%2fNon%2dAcademic%20Special%20Event%20scheduling&FolderCTID=&View=%7b5755AC35%2d34F9%2d4829%2dB89C%2dADD32C2DD555%7d&InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence
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2. Enter the known search criteria (note that nonacademic events should be found in the 
appropriate Spot Scheduling cabinet, not the academic cabinets) and execute the search 

 

3. Choose the desired event from the populated search results by clicking on the name. 
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4. Choose Edit this Event 

 

5. Navigate to the location details of the even 

 
 
 

4. To Edit this Event 

5. Use the next 
button to navigate 
to the location 
details 
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6. Remove the room information and indicate that your edits are finished 

 

 

5. Location details 

6. Use the red X to 
remove the assigned 
classroom 

6. Finish button when 
edits are complete 
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7. You will receive a success message and the room and location will no longer be associated with 
the event

 

 

7. Success message 

7. Event 
information no 
longer reflects a 
room assignment 
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8. In order to notify appropriate individuals of the changes which you have made click Email

 
 
 

9. Use the checkboxes and free text email address fields to enter the appropriate individuals, 
include a message regarding the changes, and click send (note that files can be attached or event 

8. Email button 
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onfirmation information)

 
 

9. 
checkboxes 

9. email 
address fields 

9. message field 

9. send button 
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10. The email which is received appears as below

 

The person who sent 
the email in step 9 

The person 
who sent 
the email 
in step 9 

The information contained in the 
Note from field is what is entered in 
the message field in step 9 

Event title 
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