
Process for Communicating Canceled Events in dotCMS 
 
DO NOT unpublish or archive canceled events. Instead add information to events already within dotCMS that are 
being canceled. 
 
Process 
 
Find your Event within dotCMS. 
 

1. In the Title field: 
Add “CANCELED:” to the beginning of the event title of any event that has been canceled.  
 

2. In the Description field: 
Using paragraph text in capital letters and bolded add: 

THIS EVENT HAS BEEN CANCELED DUE TO MSU'S RESPONSE TO THE NOVEL 
CORONAVIRUS. 

READ MORE ON THE MSU 2019 NOVEL CORONAVIRUS WEBSITE. 

The hyperlink should link to: https://msu.edu/coronavirus/ 
 
If using the html filed < > add: 
<p><strong>THIS EVENT HAS BEEN CANCELED DUE TO MSU'S RESPONSE TO THE NOVEL 
CORONAVIRUS.</strong></p> 
<p><strong>READ MORE ON THE <a href="https://msu.edu/coronavirus/">MSU 2019 NOVEL CORONAVIRUS 
WEBSITE</a>.<br /></strong></p> 
 

3. In the Tags tab: 
Add “canceled event” to your event. This will ensure the event shows up on a full listing of all canceled events 
across CANR, AgBioResearch and MSU Extension. 
 
 
Example of Canceled Event 
 
Example of canceled event: 
CANCELED: Our Table: Not Your Grandfather’s Farm 
https://www.canr.msu.edu/events/our-table-not-your-grandfathers-farm 
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Process for Communicating Postponed Events in dotCMS 
 
DO NOT unpublish or archive postponed events. Instead add information to events already within dotCMS that 
are being postponed. 
 
Process 
 
Find your Event within dotCMS. 
 

1. In the Title field: 
Add “POSTPONED:” to the beginning of the event title of any event that has been postponed. 
 

2. In the Description field: 
Using paragraph text in capital letters and bolded add: 

THIS EVENT HAS BEEN POSTPONED DUE TO MSU'S RESPONSE TO THE NOVEL 
CORONAVIRUS. 

READ MORE ON THE MSU 2019 NOVEL CORONAVIRUS WEBSITE. 

The hyperlink should link to: https://msu.edu/coronavirus/ 
 
If using the html filed < > add: 
<p><strong>THIS EVENT HAS BEEN POSTPONED DUE TO MSU'S RESPONSE TO THE NOVEL 
CORONAVIRUS.</strong></p> 
<p><strong>READ MORE ON THE <a href="https://msu.edu/coronavirus/">MSU 2019 NOVEL CORONAVIRUS 
WEBSITE</a>.<br /></strong></p> 
 
Eventually, the date should be updated on the postponed event as more information is known or the event can 
be recreated at a later time. 
 

3. In the Tags tab: 
Add “canceled event” to your event. This will ensure the event shows up on a full listing of all canceled and 
postponed events across CANR, AgBioResearch and MSU Extension. 
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