
EVENTS entry instructions 
 

1. Login 

a. go to https://cascade.usask.ca  

 

 

b. In the dropdown menu, top left, find wcvm. 

https://cascade.usask.ca/


 

c. Find the events/folder and navigate to the date/month folder you want to add an 
event to. 

 



 

2. Create a new Event 

a. Highlight the desired month folder, and the click the “Add content” button in the top 
left and select “event”. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



b. You will see the new page. 

c. Enter the Title. 

d. Enter the Summary. 

e. Enter the Key words needed to make it show up on your department page. 

• Keyword Examples: all-events looks for these: continuingeducation, 
pathology, all, lacs, sacs, biomedical, vetmicro 

f. Select a start and end date: These are the dates that tell the event when to start 
showing up on the website and when to disappear. 

 



3. Enter the Event Details 

a. If you event needs to repeat, choose from the available options. 
 

 
 

b. Enter the content and information into the Details section. Add the location. 

 



c. Enter the rest of the input options. 
 

 
 

d. Press the Save & Preview button at the top right. 

 
 



e. Click the Submit button in the top right. 
 

 
 

4. Publish the Event 

a. Select Publish in the top right and Submit on the page that comes up next. 
 

 
 

 
 
 
 
 



b. Publish the ‘index’ page inside the YEAR/MONTH folder where the new or edited 
event is. Also Publish the ‘index’ page within the entire 2018 folder. 

 



c. Find and publish: 

• The all-events page 

• The Event list page that feeds to your department page Example: events-
pathology 

• The ‘index’ page at the bottom of the events folder 
 



d. Publish the index page of the college site if this event is needed in the event list on 
the home page. 

 



 


