EVENTS entry instructions

1. Login
a. go to https://cascade.usask.ca
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b. In the dropdown menu, top left, find wcvm.
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https://cascade.usask.ca/

c. Find the events/folder and navigate to the date/month folder you want to add an
event to.
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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”.
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You will see the new page.

Enter the Title.

Enter the Summary.

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

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

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.
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3. Enter the Event Details
a. If you event needs to repeat, choose from the available options.
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b. Enter the content and information into the Details section. Add the location.
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The Western College of Veterinary Medicine will be on Treaty & territary at the Jonas Roberts Memorial Community Centre from Awgust 17 to
19 to hold a weterinary clinic.

To baok an appointment, fill out this registration form below,

Email your completed form to wovmservicelearning@gmail.com or fax it te 306-965-7156. You can also drop your form off at the town,
willage or band offices.

One of gur volunteers will contact you to confirm your appointment, so please indicate on the form the best way for us to contact you. There
is no online sign-up available for this clinic.

Location

JRMCC, Far Reserve, Air Ronge



c. Enter the rest of the input options.
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d. Press the Save & Preview button at the top right.
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e. Click the Submit button in the top right.
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4. Publish the Event
a. Select Publish in the top right and Submit on the page that comes up next.
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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

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

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

EE
P
LU0

-

]

o

B dex

a sacs-friday-mao

g /eterinary-rmicro
5 /2tering athaolo
5 amc-330-s2ming
o

(PO*OPOPO°O°OP 0P
‘

m
m

m
m
A
[}
m

m
m
i
[
1

m
m
F
Iy
A
&
[
i

m
m
]
K]
1!

=)
(]



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