
Program Planning Calendar
Training

Google/Lionmail 
Calendar



Purpose &
Target Audience

To facilitate efficient program planning by 

creating a comprehensive calendar that includes 

key dates and deadlines related to academic 

affairs business processes.

● Course Proposals

● Class Scheduling

● Faculty Staffing



Current 
State

Key Findings - 20 Program Interviews
● 70% of programs want improved communication 

regarding dates and deadlines

● Each program must organize/track information so it 
can be referenced when planning

● 50% of program teams have developed internal 
tools 

● 50% of program teams have created their own 
master planning calendar



Ideal Future 
State

Wish List
● Single calendar solution

○ Centrally managed, includes all key planning dates 
& deadlines

● Readily available

● Longer lead time

● Google Calendar platform

● Full adoption of Google Calendar across SPS
○ Visibility of colleagues’ individual calendar to drive 

efficient scheduling



Today’s Agenda

● Purpose of the Program Planning Calendar 

● Accessing the Planning Calendar

● LIVE! Demonstration

● Calendar Governance & Administrative roles 

● Question & Answer

● Optional Office Hours



The 
Product

Features

● Many calendars → One tool

● “Lives” on SPS Intranet

● On-demand & Self-serve

● 18 months of dates & deadlines

● SPS-wide calendar governance & 

reconciliation process



Accessing the 
new SPS 
Intranet

Navigate to intranet.sps.columbia.edu and log in with your 
Columbia UNI and Password



Accessing the 
Program 
Planning 
Calendar

CLICK on the link to Program Planning Calendar



Calendar View Interface

CLICK the down 
arrow to view the 
calendars available & 
select those you’d like 
to download.



Calendar Download Interface

CLICK +GoogleCalendar 
to download calendars 
to your personal Google 
calendar.



Personal SPS Google Calendar 

Downloaded Calendars 
appear on your personal 
SPS Google Calendar 
under “Other Calendars”
- Click on the check 

boxes for the Calendars 
you’d like to view



Making the 
Calendars 
Work for 
You!

Calendar Notifications
● Created at the level of a specific calendar

● Access through the Settings for a calendar

● Two useful types of notifications

HOVER over a Calendar name 
→ HOVER over the 3 vertical dots on the 
right side of calendar name, 
→ Options are revealed for the Calendar 
→ CLICK on the 3 dots and select Settings



Making the 
Calendars 
Work for 
You!

CLICK on Event notifications

Calendar Notifications
● Event notifications - receive an email or in-app notification prior 

to scheduled events (aka: a Reminder)



Calendar Notifications
● Event notifications - receive an email or in-app notification prior 

to scheduled events (aka: a Reminder)

Making the 
Calendars 
Work for 
You!

CLICK on + Add notifications



Calendar Notifications
● Event notifications - receive an email or in-app notification prior 

to scheduled events (aka: a Reminder)

Making the 
Calendars 
Work for 
You!

Click the drop-down, to select ...

1.  Notification type: Email or in-
app Notification pop-up

2.  Unit of time: minutes, hours, 
days, or weeks

3.  Amount of time prior to the 
event: up to 28 days, 4 weeks



Making the 
Calendars 
Work for 
You!

CLICK on Other notifications

Calendar Notifications
● Other notifications - receive a push email when changes are 

made to a calendar



Making the 
Calendars 
Work for 
You!

Calendar Notifications
● Setting can be customized for each downloaded Calendar 

CLICK the drop-down to 
receive a push Email 
notification for ...
● New events
● Changed events
● Canceled events



Making the 
Calendars 
Work for 
You!

Search



Making the 
Calendars 
Work for 
You!

Search Tips

1. Search in: narrow your search by using the drop-down to 
select a specific Calendar

2. What: use keywords, starting with a broad word and then 
narrowing down the results with additional words

3. Date: narrow the Date range for your search

CLICK drop-down 
arrow to reveal search 
filters



Calendar Questions

Contact Calendar 
Owner(s) if you 
have a question 
or concern 
regarding 
content of their 
specific 
calendar.



Feedback & 
Suggestions





Product 
Roadmap

Launch Calendars Calendars to be Added

Academic Calendar (AC) SPS Leadership Meetings

Class Scheduling & Faculty 
Staffing (CPS)

Course Development Schedule 
(CD)

Student Major Events (SA)

Finance for Program Operations 
(FIN)



Calendar 
Governance 
& Admin 
Roles

● Governance

○ Annual Calendar Reconciliation process
○ Bi-annual Event Additions
○ Quarterly Reconciliation
○ Managing continual improvement of the 

product

● Roles

○ Academic Affairs Calendar Administrator
○ Calendar Owners

■ Backup Calendar Owner 
○ Calendar Contributors



On-going Training Support

● Drop in for Office Hours!

○ 9 AM Wednesdays, beginning July 7 through August 25

● Additional resources will be made available via the Program 
Planning Calendar page on the Intranet



Question & Answer


