
SUBMITTING AN EVENT THROUGH 
LOCALIST

The new URI CoopExt web portal features a widget that 
automatically displays events as they occur, 
chronologically. Submitting your program events is an 
easy and effective way to market your work!

How it Works
URI utilizes an online event 
calendar system that is 
powered by Localist. 
Anyone with a URI 
e-campus username and 
password can submit an 
event.  Once submitted, the 
event will be approved 
within 24 hours (if correctly 
filed) by staff in the URI 
Marketing and 
Communications 
Department.  Once 
approved, the event 
becomes;

● Searchable by 
anyone who visits 
http://events.uri.edu/

● Visible by anyone 
who visits  the new 
CoopExt web portal 
(during the relevant 
timeframe of  the 
event’s date)

● Prominent when 
someone clicks on 
URI CoopExt’s 
unique event website 
events.uri.edu/group/
extension that 
displays all URI 
CoopExt events

● Integrated with 
Facebook events 
(optional)

http://events.uri.edu/
http://events.uri.edu/group/extension
http://events.uri.edu/group/extension


1. Have all your event details ready (not all of the below criteria are required):
a. Event name
b. Event description (one 3-4 sentence paragraph maximum)
c. Start date and end time
d. Event location (name, address, room number)
e. Event website
f. Facebook Event URL (Contact Sejal@uri.edu if a Facebook event is needed)

g. Event Photo (use only photos that are owned by you/URI or from an approved site like 
pixabay.com)

h. Event contact information
2. Visit http://events.uri.edu/ and login using your e-Campus username and Sakai password.
3. Click ‘Submit an Event’ on the right-hand side and fill out the form using your event 

details.
4. After uploading a photo,  you will be asked to fill in the following;

a. Event Type: pick the description that most accurately describes your event
b. Co-Sponsor: pick CELS, Feinstein Campus etc.  if the event has no other internal 

co-sponsor
c. Group: it is very important to remember to pick ‘Cooperative Extension’ as your 

group so your event shows up on the URI Cooperative Extension website portal.
d. Ticket Cost: enter amount, leave blank, write Free and/or RSVP required

i. Ticket Link: this would be the website address that is handling your online 
registration.  Leave blank if not applicable. 

ii. Contact Person
iii. Contact Email
iv. Contact Phone

e. Click ‘Add Event’
f. If you would like your event to be highlighted on URI Cooperative Extension’s Facebook 

page, please email Sejal Lanterman at Sejal@uri.edu

HOW TO SUBMIT AN EVENT TO THE URI CALENDAR:

mailto:Sejal@uri.edu
https://pixabay.com/
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