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Adding events to the Calendar 
 

 
 

Access the CMS and select the Calendar (instead of Website) tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Select Add Event 

 
 
 
 
 
 
 
 
 
 
 
 

Enter the Title (mandatory) and an optional Description of the event. 



Enter the date and time. If the event occurs on one day the date will be the same. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If the event has a webpage add the link, as above. 
 
 
 
 

You may select the location with a pull-down menu. If and image or file is available click on 
the Browse button for browse for and upload the objects. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the calendar (academic, 
student events, college, etc.) in 
which you’d like the event to 
appear. 

 

 
 

Save and Publish! 


