Calendar Tool

Adding Calendar Entries
1. Click the Teach tab, and then the Calendar button or icon.
2. Click Add Entry.
3. Type the title for your new entry and optionally type a detailed description of your entry.
The title appears in the main Calendar screen when viewed by you and your students.

Add Entry
*Title:

Description! HTML creatar O on @ Off

Cluse HTML |

4. In the Dates section, select the start and end dates and times for your entry.

Dates
Start date; March w14 &, 2008 || || oo & | &M 3
End date: March (|14 &8s (2006 || 11 & 00 &AM &

L] This is an all-day event
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5. Inthe Entry Type section, select the course (called type) and whether it is a private or
public entry.

Entry type
Type: | AIT - CE 6 Documentation o

ACCEss! | public v

>

Click More Options to enter a hyperlink or to make your entry a recurring entry.
7. 1In the Links section, select the course link or type an Internet URL (Web address) that
you want your users to go to when clicked.

(£) More Options (Expand this area to see more options. )
Links

O Internal link: | Mane -

@ Internet URL:

8. In the Recurrence section, select if you want the entry to repeat, and then choose when
you want it to repeat.

Recurrence
[] This entry repeats:

Ewvery day
Every week on these days:

Siun Mon Tue YWed Thu Fri Sat]
until: [ [ ' 1 | '

i | |
Save | | Cancel |

9. Click Save. The new entry is now added.
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