
Procedure to add an Event Notice on the GSM from page. Logon to GSM with a user ID that has sufficient permissions to add/update Event Notices. 

 

 

Click “Add Item” 



 

Click “Add Event Notice” 



 



Enter your message in your normal font 

Due to the COVID-19 virus, GSM has decided to CANCEL the GSM lecture scheduled for Monday evening, March16. We are hoping that 

we can reschedule the lecture for one of the alternate Mondays in the next few weeks. You will be informed on this web site if and 

when this lecture is rescheduled. 

 

Then change your color font to Red, your fond name to Trebuchet MS and font size to 14. Example below.  

Due to the COVID-19 virus, GSM has decided to CANCEL the GSM lecture scheduled for Monday evening, 

March16. We are hoping that we can reschedule the lecture for one of the alternate Mondays in the next few 

weeks. You will be informed on this web site if and when this lecture is rescheduled. 

Copy the new message. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Paste to the “Event Notice Message” 

field using Ctrl V. 

Enter Title and click “Active” 

Click “Save” 
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