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Create special event 
To create a special event, you need one of the following Campo roles: 

 Room coordinator 

 Campo administrator 

 Lecturer 

You can create a special event, for example, if you are planning an event that does not correspond to 

a curricular course (e.g. internal meeting, conference, placement tests, doctoral lectures or similar). 

To create a special event, follow the menu path: ‘Course organizatio’ -> ‘Special events’ -> ‘Create 

special event’: 

 

The following input mask opens up: 

 

Specify the visibility and the title. Then determine the rhythm of the special event, the date as well as 

the time.  

You have the option to enter a set up and follow up time in case you need the room for longer than 

the specified period. After that, click on "Save". 

For example: 
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After saving, you will be redirected to the overview page, which contains the basic data of your created 

special event and offers further editing options. 
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Edit special event 
 

The various editing options for the special event are explained below.  

As a short insertion it should be briefly explained how you can search and edit already created special 

events.  

You can access the search mask for already existing special events via the menu path "Course 

organization" > "Special events" and "Edit special event".  

Enter the title of the special event there and click on "Search".  

Alternatively, you can filter the search by organizational unit, room or event date. 

 

A list with results will be displayed. If you are entered as the organizer of the special event, you can 

edit it via the pencil icon. For special events in which you are not entered as the organizer, you can 

view the details via the magnifying glass icon.  

To edit the special event, you can either click on the title or the pencil icon. 
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Edit basic data 
 

Click on ‚Edit basic data‘: 

 

There you can customize the visibility, title and organizational notice: 
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Edit the assigned department 
 

In its basic state, an existing special event is always assigned to the organizational unit to which the 

person entered as organizer is also assigned. 

You can remove involved departments via the paper bin icon or assign a new department via ‘Assign 

department’. 

 

Click on ‘Assign department’ and the following search mask opens. 

Enter the desired department in the search field and click "Search". Alternatively, click through the list 

shown below to select your desired department. After you have selected an entry, click on ‘Update 

assignments’. 

 

The selected organizational unit is now additionally assigned to the special event.  
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Assign organizer 
 

The person who created the special event is always initially entered as the organizer of the special 

event. To delete organizers, click on the bin icon to the right of the entry.To add persons, click on 

‘Assign organizer’. 

 

If you click on ‘Assign organizer’, the following mask will open. You can filter by name, first name or 

institution. Add persons by clicking on the blue plus symbol next to the person entry. Afterwards, click 

on ‚Close‘. 

 

It is important that at least one person is always assigned as the organizer of a special event.  
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Assign attendees 
 

You have the possibility to add attendees to the special event. Hereby, click on the following button:

 

If you click on ‘Assign attendees’, the following mask will open. You can filter by name, first name or 

institution. Add persons by clicking on the blue plus symbol next to the person entry. Afterwards, click 

on ‚Close‘. 
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Appointment selection 
 

The appointment data that you initially entered when creating the appointment is displayed under 

‘Appointment selection’. You can create another appointment, edit the basic data of the appointment, 

request a room and delete an appointment. To create another appointment, click on ‘Create new 

appointments’. 

 

The following mask opens, in which you can enter the desired information. To apply, click on "Save". 

 

You have now created another appointment. You can switch between the appointments to edit the 

basic data of the appointment, to have a room assigned or to delete the appointment. 

 

You can edit the basic data of an appointment by clicking on the button of the same name. 
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A mask opens in which you can adjust the basic data of the appointment: 

 

You make a room request by clicking on "Request/assign room". 

 

A comprehensive search mask opens. Enter the desired data and then click ‘Search’: 
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Select a room and click on the button at the bottom of the hit list to assign it: 

 

If you want to book several rooms for an event, you must create a separate appointment for each 

room and request the room you want. If you are the room coordinator for the required room, no 

separate room request is generated, but the room is booked directly. 

 

For example, two identical dates for two different rooms. 
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Basic appointment data & schedule 
 

In this section, under ‘Actions’, you can also edit the basic data of the appointment and make a room 

request. In addition, you can cancel the appointment. 

 

 

Detail view 
 

At the top right is the "Detail view" function. If you click on it, a view will open where you can share 

the appointment or export it to your calendar. 

 

 

Delete special event 
 

In the upper left corner there is a bin icon, with which you can delete the entire special event. 

 

 


