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1. On the Build tab, select the Calendar link. 
 

 
 
 

2. Select the Add Entry link. 
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3. Enter a Title. 
 

 
 
 

4. Enter the content of your message in the Description field. 
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5. Select the Start date. 
 

 
 
 

6. Select the End date. 
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7. Select the Internal link radio button to link the calendar to an internal tool, or 
select Internet URL to link to an external webpage. 
 
For this example, select the Internal link radio button and click the drop-down 
arrow beside it. 
 

 
 
 

8. Select the Discussion Topic item. 
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9. You can have the calendar entry repeat on certain days for a certain range of 
days. You may select specific days. 
 

 
 
 

10. Select when the entry will stop. 
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11. Click the Save button. 
 

 
 
 

12. You may also limit the calendar entries shown. 
 
Select the drop-down menu beside View. 
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13. Select the This course + personal item to only show this course, plus any 
personal entries. 
 

 
 
 

14. Click the green > symbol to apply your changes. 
 

 
 


