
Procedure to update 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 “Board Documents”, then 

“List Event Notices” 



 

Click “Edit” 



Enter your message in your normal font 

Due to COVID-19, the GSM Board has cancelled the remainder of our spring lecture schedule, March 16, March 30, April 13, and our Spring Banquet on 
April 27. We are looking into rebooking these talks for the 2020-2021 schedule. 

Looking ahead to what will hopefully be happier and safer times, we plan to start the fall schedule with our Fall Banquet on Monday, September 21 at U 

Garden Restaurant, with lectures every 2 weeks following until December 14.  

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

Due to COVID-19, the GSM Board has cancelled the remainder of our spring lecture schedule, March 16, March 30, 
April 13, and our Spring Banquet on April 27. We are looking into rebooking these talks for the 2020-2021 
schedule. 

Looking ahead to what will hopefully be happier and safer times, we plan to start the fall schedule with our Fall 

Banquet on Monday, September 21 at U Garden Restaurant, with lectures every 2 weeks following until December 

14 

Copy the new message 

 

 

 

 

 

 

 

 

 

 



 

Old message to update 

Use down arrow to increase size of 

“Event Notice Message” field. 



 

Enter new Title and paste updated 

Event Notice Message. 

 



 

Updated. 



 

Updated home page 



 


