
HOW TO CREATE AN ITEM ON THE MSU CALENDAR FOR DEFENSE ANNOUNCEMENTS 
 
Go to http://calendar.msu.montana.edu/ Click “Submit an Event.” You will need to sign in using your Net ID. 

 
 
Select “Create New Event.”  

 
 
  



Fill in event details. 

 
Use this guide to understand each section: 

 



Enter the Date, Time, and Location of the event.   

 
 
If you would like an image or video to accompany your event announcement, upload it in the “Media” section. 

 
 
  



Place the appropriate “Tag” on the event so that it will appear on the Graduate School webpage. To get a “Tag” to 
appear, start by typing “presentation.” 

 
 
A list of options will pop up. Select the appropriate one from this list: 

 
 

Enter contact information. 

 
 

Enter Options or Notes if applicable. 

 



 
If you are the administrator for more than one calendar, you’ll need to select the correct group under “Group 
Access.” Finally, click on “Create Event” to finish. 

 


