
 

Instructions on how to download deadline alerts to your 

email calendar 

 

1. Click on calendar icon next to deadline event 

 

 
 

2. A Dropdown box will appear with a full description of the event. Click on “Download to 

Calendar”  

 

3. After clicking, a downloads file will appear at bottom of your browser 

 

 
 

 

 

 

 

 

 



 

 
5. Click on “Save & Close” and the reminder will be saved to your email!  

 

 

4. Click on the downloads file and an email will appear with “event” information   


