Adding an Event to the Campus Calendar
To get your event on the UMSL calendar, you’ll first have to log in to Cascade (the CMS) at
http://cms.umsl.edu/. If you do not have CMS access, please pass the event details along to whomever
handles your website. All CMS users have access to the calendar site, and are able to add events. If you do not
know who manages your site, find them on the list at: http://www.umsl.edu/~cmsusers/site-managers.html
Once you log into the CMS, select the Campus Calendar site from the site dropdown at the top.

Placing Your Event
In the file structure on the left, you’ll see folders for each
year (e.g. 2017) and within these folders you’ll see number
folders for each month.
Select the year in which your event occurs by hovering over
the year folder and clicking the arrow to the right of that
folder.
Then select the month in which your event occurs by
hovering over the month folder and clicking the arrow to
the right of that folder.
For example: If I had an event in December of 2017, I would
select the folder 2017, and then the folder 12.
Note: Recurring events will be explained in a bit. But if your
event is recurring, simply select the first date on which the
event will occur.
The Folder in which you want to create your event should
now display at the top of the page.

Creating the Actual Event
Once you have selected the appropriate folder, you will need to create a new event within that folder.

Click

at the top of the page.

Select Event from the dropdown list.

The Event template form will open.
The Placement Folder indicates where your event
will be saved. It should be the year and month of
your event.

Note: A field name with a red star

to the right means that this is a required field.

The Title box is for the name of your event. This is
what will be displayed on the calendar.
The Summary is for a brief description of your
event. This is what will be displayed in the popup
when a user clicks the event on the calendar.
Select appropriate Categories for your event.

Event Starts and Event Ends indicate
the actual start and end date of your
event. Click in the boxes to select the
appropriate dates and times.

Select date
Select time

If your event repeats, you can configure
that here. Click the dropdown and
select how often your event repeats,
then fill in the appropriate options
below. Make sure to select an ‘Ends
on’ date or your event will repeat
forever.

Note: If your event is recurring, it is possible to set this up using the recurring options on the event form.
However, if your event simply repeats one or two times, it is best to create separate instances of the event
instead of using the recurring options. This is because recurring events share a single event page, instead of
having a separate event page for each date on which the events occur.

Event page Details

Here you give
details about the
event. You can
provide a link to
directions and a
web site.

Location is
required. If your
event does not
have a location
then enter N/A.

Contact fields are optional, but it is
strongly recommended that you provide
users with contact information so that
they may follow up for more information
about your event.

When you are finished entering your event information, click Save & Preview (at top right). You will be
viewing a draft of your event page. If everything looks OK, click the Submit link at the top of the page
The Cascade calendar site is published automatically every day at 1:00 a.m. So in general, your event should
appear on the UMSL Calendar the day after you create it.

Editing Your Event
If you notice an error on your event listing, perhaps a poor description, or the incorrect time, you can edit it.
Navigate to the appropriate year/month folder. Select your event, and click the Edit link at the top of the
page. Adjust any information you would like, and Save and Submit the event again.

Deleting Your Event
To delete your event, simply navigate to your event, select it, and then right-click on it and select Delete. You
will see a confirmation screen. Click Delete.

