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Creating a New Event 
An event is used when there is a specific date, time or location. 
 

1. Access WAM! from a browser window: http://wam2.broward.edu 
2. Login using your Novell ID and password. 
3. Choose Communications community. 
4. Expand the folders by clicking on the plus signs until folders are fully 

expanded.  
 

 
5. Create a new event 

 
• To create a student event to be 

shown on the student (blue) home 
page  

• Under the student folder 
• Right click the EventsStudent 

folder. 
• Choose New Item > Event 

 
 
 

• To create a employee event to be 
shown on the employee (red) home 
page 

• Under the employeeIntranet folder 
• Right click the EventsEmployee 

folder. 
• Choose New Item > Event. 

 
 
 
Make sure the event is in an events folder. 
 
 
IMPORTANT: Place all supporting content (i.e. images, 
files, external links) in the appropriate 
SupportingContent folder (student or employee).  
 
If the event is for employee and student then the 
supporting content need only be in one SupportingContent 
folder where the original announcement was created. 
 
Name your supporting content with the same title 
as your event with image, file or external link at 
the end of the title. 
 

Refer to the WAM Manual for specific instructions on importing 
images (.gif, .jpg), files (.doc, .pdf, .xls), and external web links (i.e. http://www.cnn.com). 
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6. Enter event information: 
 System Title (required) – This is the title by which WAM sorts and identifies content. 

THIS NAME MUST BE UNIQUE in the folder. No two system titles can be the same. 
• Display Title 

(required) – will 
appear in the 
browser window in 
the Title Bar, will 
be the link name 
and will be the 
name in the 
Content Explorer 
list under Content 
Title 

• Synopsis 
(required) shows 
up anywhere the 
event is displayed 
in a list format 
such as the 
calendar list page. 
This field is limited 
to 90 characters. 

• Keywords 
(required) – 
important for 
searching for 
content within 
WAM or by a 
search engine. You 
will search by 
keywords, author, 
community or 
name. Be 
descriptive. 

• Categories (at least ONE must be selected) - for searching for events by category. This 
is the category the event would fall under if someone is searching for events. 
Choose as many as apply to the event.  Events will be classified as “Student” events if you 
select a category not labeled as “Employee Only”.  Student events will be displayed on the 
BCC home page (blue).  Events that are “Student” and “Employee” must be created once in 
one folder and dragged into the other folder selecting ‘Move, As Link’. 

• Body - main content or details of the event that will be displayed on the event full page. 
• Default Variant ID - Ignore 

 
 

7. Click the Insert button to save the event and to enable you to add location(s) and contact 
information. 
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8. Adding Locations & Times to the event.  
• Click the ‘Add new item’ button. 

 
 
 
Enter campus, 
building/room, 
start time & date, 
end time & date  
 
 

 
 
 
Using Calendar Controls  
Many WAM pages include calendar controls to make it easier for you to 
enter dates.  
 
To Enter a Date Using the Calendar Control:  

1. Click on the Calendar icon next to the field you want to enter.  
 
WAM displays the Calendar.  
 
If you have a specific time this event takes place select it from the 
set hour and/or set minute first. Make sure to enter the time before 
you select the date. If it is a full day event do not set any hour or 
minute just select the date. 
 
 
 

Set the hour by 
clicking on the down 
arrow next to the ‘Set 
Hour’ drop down box. 
 

 

Set the minute by 
clicking on the down 
arrow next to  
the ‘Set Minute’ 
drop down box  

 
To set an hour/minute you must choose the time before choosing the date. 



    4                 P:\EAS\Web Team\Supported Applications\WAM\5.7\Documentation\57TrainingDocs\Creating a New Event5_7.doc 
                            

 
2. To adjust the month, select the month you want from the drop list 

or click the month back button  to scroll back one month. Click 
the month forward button  to scroll forward one month.  

3. To adjust the year, enter the year in the year box, or click the year 
back button  to scroll back one year. Click the year forward 
button  to scroll forward one year.  

 
Click on the date to select it.  WAM will automatically enter the date you 
selected and close the calendar. 
 
 
 
 
 
 
Check ‘All Day Event’ only if 
applicable and no time has 
been set. 
 

 
• Click Insert. 

 
 
 
 
 
 
 
 

• Add additional locations, dates and time by clicking on ‘Add new item’. 
• When finished adding location information click on ‘Return to parent’ 

 
• When finished, click ‘Return to parent’. If you click close you will not return to the 

event editor.  
• Or click Add new item to enter multiple locations/dates/times.  
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Click on the action buttons to delete, edit or move the order of a location/time. 
9. Adding Contacts to the event 

• Click the ‘Add new item’ button. 

 
 
 
 
 

• Enter contact name,  
email address, department, phone 
number as applicable.  

• Click Insert. 
 
 
 
 
 

• Add additional locations, dates and time by clicking on ‘Add new item’. 
• When finished adding location information click on ‘Return to parent’ 

 
 
 
 
 
 
 
 
 

 
 
 
 
 

• When finished then click ‘Return to parent’. If you click close you will not return to 
the event editor.  

• Click Add new item to enter multiple contacts. 
 

When finished with your event: 
10. Click the Update button 
11. Click the Close button 
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Click on the action buttons to delete, edit or move the order of a contact.   
 
If you have the same event for both Students & Employees: 
For the event to display on both student and employee pages just create one event. Left click the 
completed event and, holding your mouse down, drag it from the event folder in which you created 
the original (i.e. if created in the student event folder, then drag it to the employee event folder) 
release the mouse and look for the 
word ‘Move’ then choose ‘As Link’. 
Whatever changes you make to one 
will automatically change the other 
including deleting the event. 
 
 
Preview the Event 

12. From the Content Explorer window find the event you 
created and right click to display the Action Menu.  

13. Hover over Preview.  
14. Choose ‘Event Full Page’ to preview the page. Make 

sure the page is to your liking and no further changes 
are required. 

 
 

15. Close the window. 
 
You must submit the event for it to be published on the website. 

 
Submitting the Event to be Published: 

16. From the Content Explorer window find the 
event you created and right click to display the 
Action Menu. 

17. Hover over ‘Workflow’.  
18. Click on either ‘Submit for Student Site 

Review’ OR ‘Submit for Employee Site 
Review’ 
 
 
 
 

 
19. Enter a comment (required) which will be included in the email sent 

to the approver. The comment will also be retained in history. This 
is your opportunity to send a message to the approver.  

20. Click OK. 
 

21. Your content will be available to view on the web after it has been 
approved by Public Relations, moved to the public state by that 
approver and the next publishing edition has run. Publishing 
editions run every hour. Until it publishes, even if it is in the public state, you will 
not see it on the live site 

 
Your announcement will not be available for you to edit until it is in the public state. Once in the 
public state right click on the announcement and choose Workflow > ‘Move to Quick Edit’ to edit 
your announcement. When the edit is complete submit the item for approval again.  
Plan to reuse your announcements by using the Quick Edit feature. 

Note: Entering comments is required when submitting an announcement for approval. 
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Events will display on the Employee 
Intranet and/or Student calendar 
views.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
The event will be placed on the Employee Intranet 
and/or Student home page. The home page will 
display the eight most current events. 
 


