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NEOPB Protocol for Scheduling and 
Posting LHD/LIA Trainings and Events  

NEOPB has a new protocol for scheduling events intended for LHD and LIA participants. The purpose is 

to avoid scheduling conflicts and to streamline posting to the NEOPB website. While not noted below, 

the protocol includes a built in process for obtaining section chief approval. If you have any questions, 

please contact Maegan Jorgensen in the NEOPB Training Development and Support Section. 

 

Please follow these steps to schedule ALL LHD/LIA trainings and events.   

1.) SELECT YOUR DATE/TIMES 
Identify potential dates and time 
for your event.  
 

2.) CHECK FOR CONFLICTS – From the 
NEOPB SharePoint Home page, 
click SNAP-Ed LHD/LIA Training and 
Events Calendar to check for 
scheduled events on your 
preferred date and time.  

a. If an unavoidable conflict exists, 
coordinate with the contact 
person associated with the 
conflicting training/event to 
resolve. 

b. Otherwise, go to Step 3 to hold 
your date. 
 
 

 

http://cdphintranet/sites/NEOP/default.aspx
http://cdphintranet/sites/NEOP/LPT/TDAS/Lists/Training%20and%20Events%20Log/calendar.aspx
http://cdphintranet/sites/NEOP/LPT/TDAS/Lists/Training%20and%20Events%20Log/calendar.aspx
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3.) HOLD YOUR DATE - 
Select an available 
date/time and click 
New at the top left of 
the SNAP-Ed LHD/LIA 
Training and Events 
Calendar.   

 

 
 

a. On the SNAP-Ed LHD/LIA 
Training and Events Calendar 
form select “Hold Date” as the 
status and complete as much of 
the form as possible but no less 
than:  
­ Title 
­ Start Time 
­ End Time and 
­ Requester  

…to reserve the date/time for 
your LHD/LIA targeted training or 
event.  When form has been 
completed click OK.  

 

 
 
 
 

4.) SCHEDULE YOUR WEBINAR  
 If your training/event is a 
webinar, complete a webinar 
request form on the Support 
Staff Request SharePoint site to: 

a. Secure GoToTraining for your 
selected date/time; 
 

b. Obtain a registration link for 
your event. 

http://cdphintranet/sites/NEOP/LPT/TDAS/Lists/Training%20and%20Events%20Log/calendar.aspx
http://cdphintranet/sites/NEOP/LPT/TDAS/Lists/Training%20and%20Events%20Log/calendar.aspx
http://cdphintranet/sites/NEOP/LPT/TDAS/Lists/Training%20and%20Events%20Log/calendar.aspx
http://cdphintranet/sites/NEOP/LPT/TDAS/Lists/Training%20and%20Events%20Log/NewForm.aspx?RootFolder=%2Fsites%2FNEOP%2FLPT%2FTDAS%2FLists%2FTraining%20and%20Events%20Log&ContentTypeId=0x01020060D0B95DCCF669459C0C67A41BDD21B0&Source=http%3A%2F%2Fcdphintranet%2Fsites%2FNEOP%2FLPT%2FTDAS%2FLists%2FTraining%2520and%2520Events%2520Log%2Fcalendar%2Easpx
http://cdphintranet/sites/NEOP/FAOS/ASU/SupportRequests.aspx
http://cdphintranet/sites/NEOP/FAOS/ASU/SupportRequests.aspx
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5.) SET YOUR DATE - Once you have 
a registration link confirming the 
date/time for your training/event, 
go back to the SNAP-Ed LHD/LIA 
Training and Events Calendar to 
change your event status from 
“HOLD” to “SET”.  
 

To do this:  

a. Go to SNAP-Ed LHD/LIA 
Training and Events Calendar 
and click on your event. 
 
 

 

 

b. Click Edit Item on your event 
form.  
 
 

 
 

 
 
 
 

c. Click “Set Date” and then “OK” to secure your date/time(s).   
 

Click event  
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6.) POST ON NEOP WEBSITE 

CALENDAR   

With date, time, description 

and registration link in hand, 

post your event to the NEOPB 

Website Calendar of Events by: 

 

 

 

 

 

a. GETTING HELP FROM 
SUPPORT STAFF - To get 
help from Support Staff go 
to NEOPB Support Staff 
Requests site and complete 
the NEOPB Website 
Calendar Request form.  

 
 
 
 
 

b. DOING IT YOURSELF  
If you have SharePoint Publishing 
“Contributor” status you can post 
to the NEOPB Training and Events 
Calendar by using this link to 
access the form shown below.  
Click NEW in the top left corner to 
access the event submission form. 

Once you’re done be sure to click 
OK to submit for approval. An alert 
will be sent to Annette DiPirro to 
finalize the posting.  

http://www.cdph.ca.gov/programs/NEOPB/Pages/NEOPB%20Calendar%20of%20Events.aspx
http://www.cdph.ca.gov/programs/NEOPB/Pages/NEOPB%20Calendar%20of%20Events.aspx
http://cdphintranet/sites/NEOP/FAOS/ASU/SupportRequests.aspx
http://cdphintranet/sites/NEOP/FAOS/ASU/SupportRequests.aspx
http://cdphintranet/sites/NEOP/FAOS/ASU/Lists/Support%20Staff%20Requests/NewForm.aspx?RootFolder=%2Fsites%2FNEOP%2FFAOS%2FASU%2FLists%2FSupport%20Staff%20Requests&ContentTypeId=0x0100F2606AFF2A4CDE47BB3B020E0FD1C09C00A72808962CC67342AD16AF70BFE1EF9C&Sourc
http://cdphintranet/sites/NEOP/FAOS/ASU/Lists/Support%20Staff%20Requests/NewForm.aspx?RootFolder=%2Fsites%2FNEOP%2FFAOS%2FASU%2FLists%2FSupport%20Staff%20Requests&ContentTypeId=0x0100F2606AFF2A4CDE47BB3B020E0FD1C09C00A72808962CC67342AD16AF70BFE1EF9C&Sourc
http://cdphinternet/programs/neopb/Pages/NEOPB%20Calendar%20of%20Events.aspx
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7.) MAKING EDITS – If you need to make changes to your entry go back to this link  and click on 

the edit icon  to the left of your event . Once your Training/Event is posted to the NEOP 
Branch Training and Events Calendar the NEOPB Scheduling and Posting for LHD/LIA Training 
and Events process has been completed. 

If you have any questions, please contact Maegan Jorgensen for the SNAP-Ed HD/LIA Training 
and Events Calendar on SharePoint or Annette DiPirro for the NEOPB Website Calendar of 
Events. Both are in the NEOPB Training Development and Support Section.  
 

NEOPB Website Calendar of Events submission form 

http://cdphinternet/programs/neopb/Pages/NEOPB%20Calendar%20of%20Events.aspx

